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FALL QUARTER 1978 


Orientation for New Students . 
Registration. = A re 
First Day of Chey - Last Day for Returning Students to Register. 
End of Drop/Add Period - Last Day for New Students to Register. 
*Student Activity (No Day or Night Classes) . Sp i eae a 
Last Day to Drop Course(s) with Withdrawal Grade . 

Thanksgiving Holidays . - Se RP ris 

Early Registration for Winter Quarter 

Quarter Ends 10:00 p.m.. 


WINTER QUARTER 1979 


Registration. = Ste BB ORAS pe adit ae 
First Day of Classes - Last Day for Returning Students to Register 
End of Drop/Add Period - Last Day for New Students to Secu 
Last Day to Drop Course(s) with Withdrawal Grade . : 
Early Registration for Spring Quarter 

Quarter Ends 10:00 p.m.. . 


SPRING QUARTER 1979 


Registration. 5, or Se OS OS ee 
First Day of Classes - Last Day for Returning Students to Register 
End of Drop/Add Period - Last aay for New Students to Seid. 
Easter Holiday. tee ye 

Last Day to Drop Coursats): with Withdrawal erale . 

*Student Activity Day (No Day or Night Classes) 

Memorial Day Holiday. 


Early Registration for aes Quarter (Early “Registration will ‘not be held this “quarter) 


Quarter Ends 10:00 p.m.. 
SUMMER QUARTER 1979 


Registration. 

First Day of Classes - ‘Last Day for "Returning Students to Registet 
End of Drop/Add Period - Last Day for New Students to Register. 
Last Day to Drop Course(s) with Withdrawal Grade . ec 
Labor Day Holiday . ngote co.) 

Early Registration for Fall Quarter 

Quarter Ends 10:00 p.m.. 


FALL QUARTER 1979 


Crientation for New Students . 

Registration. ; 

First Day of Classes - ‘Last Day for “Rorinine Students to Register 
End of Drop/Add Period - Last Day for New Students to Register. 
*Student Activity Day (No Day or Night Classes) a eee 
Last Day to Drop Course(s) with Withdrawal Grade . 

Thanksgiving Holidays . : ae 

Early Registration for Winter Ouarter! 

Quarter Ends 10:00 p.m.. ; 


WINTER QUARTER 1980 


Registration. GS A Re GORA ee ee hae li el nie PE 
First Day of Clasens’ Last Day for Returning Students to Register 
End of Drop/Add Period - Last Day for New Students to eer 
Last Day to Drop Course(s) with Withdrawal Grade . ; 

Early Registration for Spring Quarter er. 

Quarter Ends 10:00 p.m.. 


SPRING QUARTER 1980 


Registration, . oe Joie Tee OP ee eras | 
First Day of Classes - Last Cay for Returning Students to Register 
End of Drop/Add Period - Last a for New Students to fects 
Easter Holiday. ete. 

Last Day to Drop Soe Tf with "Withdrawal Grade ; 

*Student Activity Day (No Day or Night Classes) . 

Memorial Day Holiday. 


Early Registration for Summer Cuarter (Early Registration will ‘not be held this quarter) 


Quarter Ends 10:00 p.m.. 


. Wednesday, September 27 
.Thursday, September 28 

Friday, September 29 
Wednesday, October 4 

. Wednesday, October 11 

. .« Thursday, November 9 
Thursday- Friday, November 23-24 
Thursday, December 7 

. Tuesday, December 19 


Tuesday, January 2 
Wednesday, January 3 
Monday, January 8 
Monday, February 12 
Tuesday, March 13 
. Thursday, March 22 


-Tuesday, March 27 
Wednesday, March 28 
Monday, April 2 

- Monday, April 16 

: Tuesday, May 8 
. Wednesday, May 23 
. Monday, May 28 


Friday, June 15 


. Thursday, July 5 

. . . Friday, July 6 

. Wednesday, July 11 

. Thursday, August 16 
Monday, September 3 

- Tuesday, September 11 
-Friday, September 21 


. Wednesday, September 26 
-Thursday, September 27 

-Friday, September 28 
Wednesday, October 3 

. Wednesday, October 10 

3 . Thursday, November 8 
rhacedave -Friday, November 22-23 
- .Wednesday, December 5 
Tuesday, December 18 


Wednesday, January 2 

. Thursday, January 3 
Tuesday, January 8 
Wednesday, February 13 
-Tuesday, March 11 

. Friday, March 21 


Tuesday, March 25 
-Wednesday, March 26 
Tuesday, April 1 
Monday, April 7 
-Wednesday, May 7 
Wednesday, May 21 
Monday, May 26 


-Friday, June 13 


“Scheduled Student Activity Days are tentative and may be subject to change when deemed necessary and with permission of the Executive 


Advisory Committee. 
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IN APPRECIATION: 


Mr. A. L. Freedlander, Industrialist, whose generous 
Beuctional Adu yoleirators gifts made the new Haywood Technical Institute 
North Carolina Association of Community College 
Public Information Officers 


campus possible, 





To Prospective Students: 


As you consider your future goals and objectives in life, we would encourage you to look seriously at the 
educational opportunities available at Haywood Technical Institute. Certainly, no effort is wasted that is spent 
in bettering one’s self and in preparing for the future. The educational programs at HT! are both realistic and 
practical and may be the key to opening the door to your future. 

Our educational programs have a great deal of integrity and our faculty and staff are among the finest to 
be found in all levels of education. Should you desire to enroll as a part-time or full-time student at HTI, it is 
our sincere hope that your time here will be enjoyable and profitable. We believe that if you bring an earnest 
desire to learn and apply yourself fully, then you will be successful. 

Most of the information you will need about HTI is contained in this catalogue. A great deal of time and 
effort has gone into the preparation of this publication and | trust that you will use it to become familiar with the 
Institute and to make decisions regarding your program of study. Individual and group tours are available and 
should be arranged through the Student Services office. If you need additional information or assistance, please 


feel free to call on me or any member of the faculty and _ staff. 


Sincerely yours, 


ep. pe | Aguney- 


Joseph H. Nanney 
President 








PHILOSOPHY AND PURPOSES OF H.T.I. 


Haywood Technical Institute is dedicated to the philo- 
sophy of total education under the ‘‘Open Door” 
concept. The institution is obligated to develop 
individual talents, regardless of their nature or limita- 
tions - within the scope of institutional offerings - to 
their fullest potential through education and realistic 
work experiences. The individual will thus be better 
equipped to assume his chosen role in our society. As 
a result of this training, the individual will help meet 
the urgent demand for technicians and skilled workers 
in Our society. 


More specifically, our objectives can be stated as 
follows: 


1. To provide relatively inexpensive, nearby educational opportun- 
ities for high school graduates, school dropouts, and adults. 


2. To provide technician programs preparing students for employ- 
ment in industry, agriculture, business, and service occupations. 


3. To provide vocational programs preparing students for employ- 
ment in specific occupations. 


4. To provide programs in basic or continuing education for adults 
to meet vocational, industrial, general and service needs of the 
community. 

5. To provide articulation (cooperation and sharing) between HTI, 
the public schools, four-year institutions, and community 
colleges and technical institutes. 


HISTORY 


Haywood Technical Institute was created as Haywood 
Industrial Education Center in August, 1965, under 
the Community College Act of 1963. The school was 
housed for the first year in Patton School five 
miles from its present location. In 1966 it was moved 
to the old Clyde High School complex where it 


remained until the completion of the new campus in 
June, 1972. 


The school began in 1965 in borrowed quarters with 
one curriculum program consisting of 15 students in 
Practical Nursing and with one administrator. Today 
the new and modern campus is composed of 63 acres, 
employs 103 full-time and 200 part-time faculty and 
staff, and the campus is valued at approximately 5 
million dollars. There are 21 full-time curriculum 
programs now being conducted, as well as literally 
hundreds of Adult Basic Education, Occupational 
Extension and Art and Craft courses at dozens of 
off-campus classrooms located over the service area. 
Fall of 1975 saw 911 students registered in the various 
curriculum programs. 


This phenomenal growth is probably due to several 
key factors, not the least of which is the beautiful new 
campus. This permanent home was made possible by 
the generous donations of Mr. A. L. Freedlander, 
local industrialist, and the individual contributions 
from Haywood County citizens and the local govern- 
ing boards to match Mr. Freedlander’s contributions. 


Other factors would include the several unique cur- 
riculum programs which Haywood Tech has fostered. 
Programs such as the Sawmill Trades, Forestry, Fish 
and Wildlife Management, Production Crafts, etc., are, 
in many cases, unduplicated anywhere in the region 
or even in the world. 


The beautiful natural setting and economic balance of 
Haywood County has played a large part in this 
growth. Haywood is almost totally surrounded by 
state or federally controlled park and forest lands. 
Its economic activity is almost equally divided between 
agricultural, tourism, and industry and the county is 
considered by many to be the best balanced county 
in the State of North Carolina. 


Among long-range plans now being pushed toward 
reality isa new Student Resources Building which will 
almost double the floor space of the present main 
campus. This multi-story building would include a 
gym, pool, and a new student center among other 
things. New programs in the agricultural and health 
occupations fields are currently in the preparation 
stage and will be implemented in the next two years. 


GENERAL ADMISSIONS 


Curriculum Programs 


Haywood Technical Institute subscribes to the ‘Open Door” 
policy of the North Carolina Department of Community 
Colleges. Restrictive standards for admissions are not imposed. 
Persons of all race, color, creed and sex are equally welcomed. 
Admission to the Institute does not, however, imply im- 
mediate admission to the program desired by the applicant. 


3 


Before a prospective student is admitted to a specific cur- 
riculum, a counseling conference and placement tests are 
scheduled. When evaluation of these indicates a lack of 
readiness to enter a specific program, the student is given the 
alternative of: (1) entering a developmental program to raise 
proficiency as indicated by re-testing to a level where a reason- 
able chance of success in the desired program results, or (2) 
entering a program for which his/her indicated proficiency is 
acceptable and in which he/she is interested. Where weakness 
in specific areas is indicated, prospective students are coun- 
seled to enter into a Guided Studies program to better enable 
them to complete their chosen program. General admission 
requirements and procedures for all curricula are: 


A: Submit a completed application, health*, and 
residency form. 


2: Submit transcript(s) of school records or 
approved equivalency certificate. 
= 4 High school graduation or the equivalent is 


normally required for admission to all pro- 
grams; however, exceptions may be made in 
certain circumstances. 

4. Successfully complete the required place- 
ment tests. 

5. Conference with a member of the Student 
Services staff and/or department repre- 
sentative of the desired program. 


(Thursdays promptly at 10 a.m.) 


In addition to the above requirements, applicants for the 
Medical Office Assistant and Practical Nurse Education pro- 
gram are required to submit a complete dental, physical, and 
immunization record form. Practical Nurse Education appli- 
cants must also submit three personal recommendations and 
complete some additional testing. 


Specific Admission Requirements 


See “Specific Entrance Requirements”’ (other than the obvious 
application, residency, and health forms) listed with each pro- 
gram in the Technical and Vocational sections of this cata- 


logue. 
Provisional Admissions 


Provisional status, based on personal interview and/or sub- 
mitted materials, may be granted to prospective students 
who are unable to complete pre-entrance requirements prior to 
registration. A provisional student will be required to complete 
regular admission requirements prior to the end of the 
particular quarter in which he/she is enrolled as a provisional 
student or as designated by the Office of Admissions. 
Provisional status in no way guarantees the student final 
acceptance into the specific program of his choice. Upon 
final completion of his/her testing program, the same evalu- 
ation and curriculum placement process will be followed as 
with regular admissions. Depending upon test scores and 
requirements in specific departments, a student may be 
requried to satisfactorily complete some courses in the 
Guided Studies Lab prior to entering the curriculum, or 
concurrently while pursuing a course of study. 

*This medical information is requested for the purpose of advising all 
students as to their ability to perform the work associated with their 
chosen program(s). Information given will be held in strictest confidence 
and will not subject the applicant to any adverse treatment. If it is 
suspected or obvious that a limitation exists which would adversely 
affect the student’s classroom performance, the Department Head of 


the program chosen will be notified and involved in the counseling 
process. 


See Academic Policies section, ’*Re-Admissions”’ 


Special Interest Courses 


Any course offered by the Institute which may be taken — 
without prerequisite and whose membership is not filled is open — 


to anyone who will complete an application form, register for 
the course during the first five days of any quarter, and pay the 
tuition rate of $3.25 per quarter hour or $16.50 per quarter 
hour for a non-resident student. 


Students who register under this classification must complete 
all admission requirements during or prior to the quarter in 
which they will have completed 12 credit hours of work. This 
will normally be during the first quarter for students enrolling 
full-time in a specific curriculum or as long as four quarters 
for the student enrolling in only one three-hour course per 
quarter. Failure to successfully complete all admission require- 


ments on or prior to this time will result in the student not — 


being allowed to register for subsequent quarters. 


Transfer Students 


Transfer students may enter Haywood Technical Institute upon — 


meeting all requirements as Outlined in admission requirements. 
Credit may be given upon approval by the department head for 
satisfactory work in an accredited institution insofar as a direct — 
similarity of courses exist. Grades of less than a ““C” are not 
transferable. Transfer applicants will not be considered for ad 
mission if they are under disciplinary suspension or expulsion 
from other institutions. 


Admission tests may be waived, at the discretion of the Director 
of Admissions, upon receipt of a transcript of good standing 
from an accredited post-secondary institution. 


Students who wish to receive transfer credit must submit 
transcripts and request an official evaulation of their past 
work. (See Academic Policies - Transfer of Credit) 


Audit Students 


Students who wish to audit courses must register through 

regular registration procedures and must have approval of the 
department head responsible for the particular course. Audit — 
students do not receive credit but must adhere to attendance 
regulations. An audit intention cannot be changed to credit 





course after the “‘drop-add”’ day nor can credit courses be 


changed to audit courses. Audit work cannot be used towerd 
certificate, diploma, or degree requirements. Audit students 
will enter class after all curriculum students have registered, pre- 


cluding audit students from taking the place of curriculum 


students. In no case shall the student audit more than 12 credit — 


hours in a particular curriculum or combination of several 
curricula. By necessity, because of special requirements, some 
curricula have no courses open for audit. In all cases, the Dean 
of Instruction will have the final authority as to which courses 
may or may not be audited. 

Re-Admissions 
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Continuing Education Programs 

i) 
(See Continuing Education section, page 79, for all information 
regarding Continuing Education Programs). 


STUDENT EXPENSES 
Statement of Policies Regarding Student Expenses 


All tuition and fees for each quarter are payable on the date of 
registration. 


All checks and money orders should be made payable to 
Haywood Technical Institute. A check given in payment of 
expenses which is returned by the bank results in an indebted- 
ness to the school and places the student’s enrollment in 
jeopardy. 


A student who is being benefited by financial assistance such 
as Vocational Rehabilitation, expense scholarships, College 
Foundation Loans, etc. must have formal authorization on 
hand prior to registering and is required to go through the 
registration payment process and give the fiscal officer his/her 
name and designate how the expense is being handled. 


Although the Institute does not have dormitory facilities, a 
list of persons interested in renting rooms or apartments to 
Institute students is available. A current list of Haywood 
County residents offering these facilities may be obtained 
from the office of Student Services upon request. Cost will 
vary, but will range between $60 and $100 per month, accord- 
ing to the livability and convenience. The Student Services 
staff may assist interested students in locating adequate hous- 
ing. Final decisions and arrangements are the responsibility 
of the student and the landlord. 


Tuition 


Tuition is charged at the rate of $39 per quarter for full-time 
(12 credit hours or more) in-state resident students and 
$198.00 per quarter for full-time out-of-state students. (See 
Residence Status). Part-time resident students (carrying less 
than 12 credit hours) are charged $3.25 per quarter credit 
hour and part-time out-of-state students at the rate of $16.50 
per quarter credit hour. 


Residence Status 


Residence status of all successful applicants shall be determined 
for purpose of tuition. Applicants are responsible for sub- 
mission of necessary residence forms, information and materials. 


Under North Carolina law, a person may qualify as a resident 
for tuition purposes in North Carolina, thereby being eligible 
for a tuition rate lower than that for non-residents for tuition 
purposes. Copies of the applicable law and of implementing 
regulations are available for inspection in the office of the 
Director of Admissions and may be examined upon request. In 
essence, the controlling North Carolina status (G.S, 116-143. 1) 
requires that ‘To qualify as a resident for tuition purposes, a 


person must have established legal residence (domicile) in North 
Carolina and maintained that legal residence for at least 12 
months immediately prior to his/her classification as a resident 
for tuition purposes.’’ G.S. 116-143.1 also sets forth statutory 
definitions, rules, and special provisions for determining 
resident status for tuition purposes. Under administrative 
policy, an alien admitted to the United States for permanent 
resicence or possessing permanent resident status is subject to 
the same considerations as a citizen. Proof that an alien should 
be accorded such considerations is the possession of an Alien 
Registration Card (Form 1-151). (A person holding a student 
visa cannot be classified as a resident for tuition purposes.) 
To be eligible for classification as a resident for tuition 
purposes, a person must establish that his/her presence in the 
State currently is,and during the requisite 12-month qualifying 
period was, for purposes of maintaining a bona fide domicile 
rather than of maintaining a mere temporary residence or 
abode incident to enrollment in an institution of higher 
education, 


Book Costs 


Students are required to purchase their textbooks. For their 
convenience, the Institute maintains a bookstore in which 
books, uniforms, and other required items necessary to a pro- 
gram of study, may be purchased by the student. The cost of 
these items varies according to the program the student elects 
to pursue. 


Student Activity Fee 


The Student Activity Fee of $3 per quarter ($12 per year) is 
charged to every full-time student at the Institute. Part-time 
students are charged $1 per quarter. The fees are to be used for 
student-centered activites and for genuine benefit of the 
student. The Student Government Association, under the 
supervision of Student Services, shall prepare the budget and 
shall decide upon disbursement of Student Activity funds. The 
student body of Haywood Technical Institute shall regulate, by 
majority vote, the amount of Student Activity Fee charged to 
each student; however, because of regulations and guidelines 
of the Department of Community Colleges, this fee must be 
approved by the President of the Institute and the Trustees 
before the fee may be formally adopted. There are State 
limitations on the amount which can be charged. 


Student Insurance 


Accident insurance, covering the student during school hours 
and while traveling directly to and from school, is available 
for $3.50 per year and is required for the protection of both 
the school and the student. The school policy coverage year is 
from September to September. The policy is not prorated, 
students entering later than September or leaving before the 
next September will be charged the full $3.50, The insurance 
premium is not refundable and is required unless student signs 
a waiver of liability. 

Please note that this is strictly an inexpensive limited accident 
policy. It is not health and hospitalization and it only covers 
immediate injuries caused by accidents during the school day. 
A full-time accident policy covering the student 24 hours per 
day, 365 days per year, is available as an option at a cost to the 


student of $36 per year.* Health and hospitalization insurance 
(Blue Cross/Blue Shield, etc. covering illness and accidents) are 
also available to you at student rates, while you are a student, 
at a tremendous savings. Further information concerning 
insurance can be found in Student Services. 


Special Fees 


Certain curriculums may require fees for such items as uni- 
forms, safety equipment, hand tools, etc. These fees are kept 
as nominal as possible and are not charged at all unless 
absolutely necessary. 


Late Registration Fee 


A full-time student registering later than the date designated 
as registration date, must pay a late registration fee of $5, 
Part-time students registering late will be charged a late fee of 
$2.50. (See ‘’Registration’’ in Academic Section) 


Graduation Expenses 


(See Application for Graduation and Expenses) 


Tools 


Certain curriculums require their students to furnish their own 
personal tools. The school is not budgeted for these personal 
expenses and selection and care by the craftsman of his/her 
tools are an important part of his/her training. 


Refunds 


Tuition refund for students shall not be made unless the 
student is, in the judgment of the institution, compelled to 
withdraw for unavoidable reasons. In such cases, two-thirds 
(2/3) of the student's tuition may be refunded if the student 
withdraws within ten (10) calendar days after the first day of 
classes as published in the school calendar. Tuition refunds 
will not be considered after that time. Tuition refunds will not 
be considered for tuitions of five dollars ($5.00) or less, ex- 
cept if a course or curriculum fails to materialize, in which 
case all the students’ tuitions shall be refunded. 


When a student, having paid the required tuition and fees for 
a quarter, withdraws from the institution before the end of 
the quarter and the reasons for the withdrawal are found 
excusable by the institution's administration, the student may 
be allowed credit for unrefunded tuition and fees if he applies 
for re-admission during any of the next four calendar 
quarters and petitions in writing to be allowed such credit. 


Unpaid Financial Obligations 


No degree, diploma or certificate will be granted, or a tran- 
script of credits furnished a student until all financial obliga- 
tions to the Institute, other than student loans, have been paid. 


*Any student who is assigned to an off-campus program or work 
experience which is not under the direct hourly supervision of Haywood 
Technical Institute staff, will be required to purchase the full-time 
accident policy for the period involved as a prerequisite to the 
assignment. This requirement is primarily intended for Independent 
Study assignments, etc., not the regularly supervised MOA and LPN 
clinical experiences. Other on-the-job training, such as Occupational 
Adjustment, may be excluded from the requirement (since they, too, 
are regularly supervised) depending on industry requirements. 


All previously incurred expenses and accounts at the Institute — 
must be fully paid before a student may re-enter at the 
beginning of any quarter. 


FINANCIAL AID FOR STUDENTS 


The purpose of the financial aid program is to provide assistance 
to students who, without such assistance, would be unable to 
enter or remain at Haywood Technical Institute. The program 
is committed to the philosophy that no eligible student should 
be denied access to a higher education because of a lack of 
financial resources, 


In general, financial aid is awarded on the basis of need. In 
determining the student's need, it is assumed that the student 
will help himself through summer jobs and part-time work 
while attending school, and that the family will provide assist- 
ance in an amount proportionate to its income and assets, and 
that the student will avail himself of any other financial 
assistance which is available. 


Procedures for Making Financial Aid Application 


1. Each student applying for financial aid must have a com- 
pleted Application for Admission to HT! on file in the 
Student Services Department. 


2. Upon confirmation of admission, the student must properly 
complete an Institutional Data Sheet (IDS). This will place 
the applicant in consideration for any financial aid funds 
administered and controlled by the Financial Aid Office for 
which (s)he is eligible to apply. 


3. All financial aid applicants must then submit a confidential 
family financial statement to one of the following organiza- 
tions: American College Testing, Operations, ACT Student 
Assistance Programs, 2201 North Dodge, P. O. Box 1000, 
lowa City, lowa 52240; or College Scholarship Service, 
Box 1/76, Princeton, New Jersey 08540. 


4, When both the Institutional Data Sheet and the confidential 
family financial statement are received by HT|’s Financial 
Aid Office, the application will be processed and the appli- 
cant’s financial need will be established. Both the Institu- 
tional Data Sheet and the financial statement must be 


received by the Financial Aid Office no later than April 1 
for students desiring aid in the following academic year. 


However, those applications received after April 1 will be 
given consideration for any remaining funds provided they 
are received 45 days prior to registration of each term. 


5. Applicants who have a completed Institutional Data Sheet 
and a financial statement on file by April 1 and meet the 
eligibility requirements for the aid programs will be notified 
of the award decisions in advance of the fall quarter. Each 
award decision is dependent upon the availability of funds. 


There are three basic types of financial assistance: gift-assistance, 
work, and loans. Gift-assistance consists of scholarships and 
grants which do not have to be repaid. Work and loans are self- 
help assistance. Work enables needy students to pay a portion 
of their expenses through their earnings. Loans are normally 
repaid after a student’s enrollment is terminated, regardless of 
the reason for termination. A student may apply for a grant, 
scholarship, work-study, loan, or any combination of these. 


Work Study i 3 


The Work Study programs, both State and Federal, provide 
full-time needy students an opportunity to earn a portion of 
their college expenses by working during the regular academic 
year. All students applying for the Federal Work Study program 
must also apply for a Basic Educational Opportunity Grant. 


Scholarships 


Haywood Technical Institute has been most fortunate in receiv- 
ing scholarship funds from individuals, business firms, and civic 
organizations. Additionally, each year there are several C.E.T.A. 
Referral Scholarships available through the North Carolina 
Employment Security Commission. Detailed information can 
be obtained from the Financial Aid Officer. 


Basic Grant 


Haywood Technical Institute participates in the Basic Educa- 
tional Opportunity Grant program administered by the Federal 
Government. Applications are available at HT|’s Financial Aid 
Office, local high schools and public libraries. 


North Carolina Student Incentive Grant (NCSIG) 


This program is restricted to legal residents of North Carolina 
accepted for enrollment or enrolled full-time, in good standing, 
in an eligible educational institution in North Carolina. Students 
are required to apply for a Basic Educational Opportunity 
Grant prior to applying for NCSIG. 


Loans 


Loan funds are available through College Foundation and The 
Bryant Fund on the state level. Selection and administrative 
rulings are included in amanual for these programs. These loans 
are for North Carolina students only. A qualified student can 
borrow up to $2,500 per year from these funds. 


In addition, Haywood Technical Institute has additional loan 
funds from individuals, business firms, and civic organizations. 
Information on these funds can be had by contacting the 
Financial Aid Office. 


Out-of-state students desiring or needing an educational loan 
must apply for a Guaranteed Student Loan. The loan is obtained 
directly from a bank, credit union, savings and loan association, 
or other participating lender (in the student’s State of legal 
residence) that is willing to make the loan. The loan is guar- 
anteed by a State or private nonprofit agency or insured by the 
Federal Government. These loans have low interest rates and 
long repayment periods. In most cases no interest or repayment 
is expected of the student until after termination of his/her 
studies. Information and application forms may be obtained 
from lenders and State Guarantee Agencies in the student's 
State of legal residence. 


Other Agencies and Resources 


Haywood Technical Institute serves as a referral informational 
and coordinating agency for the following aid resources: 

1, Veterans Benefits 

2. Social Security 

3. Department of Public Welfare 

4. North Carolina Vocational Rehabilitation 


5. North Carolina Commission for the Blind 
6. Bureau of Indian Affairs 
7. Migrant and Seasonal Farmworkers Association 


8. North Carolina Employment Security Commission 


Contact the Financial Aid Officer at Haywood Technical 
Institute for information and referral to the above agencies. 


Part-Time Jobs 


Student Services receives and disburses information as to the 
availability of part-time jobs in the immediate community and 
on avery limited basis on the campus itself. 


Local Community Resources 


Several students are currently attending Haywood Technical 
Institute on scholarships or loans made directly to them or 
through their former high school by organizations in their own 
home community. Contact your high school counselor. 


Information 


Students desiring further information about the Financial Aid 
Program at HTI should write or phone: Financial Aid 
Director, Haywood Technical Institute, P. O. Box 45/7, 
Clyde, North Carolina 28721, 704/627-2821. 


Financial Assistance for Veterans, War Orphans, 
Widows and Disabled Veterans 


The Veterans Administration offers educational assistance to 
veterans with at least 181 days continuous active duty or who 
were released from active duty for a service-connected disability; 
and sons, daughters, and wives of a deceased or 100 percent 
totally and permanently disabled veteran whose death or dis- 
ability is due to military service. 


Each veteran is entitled to educational assistance for 1-1/2 
months for each month or fraction thereof of his service, but 
not to exceed 36 months. A veteran serving 18 months or more 
prior to February 1, 1977 and released under conditions 
satisfying his active duty obligations is entitled to the full 36 
months. This eligibility ceases at the end of 10 years from the 
veteran’s last release from active duty. 


When a veteran enrolls in an approved course, he must pursue 
the exact curriculum listed in the school catalogue; provide the 
Veterans Administration with exact records of attendance; 
maintain satisfactory academic progress, attendance, and con- 
duct for continuing eligibility for payments. 


Technical Programs: 
V. A. payments are based on an individual's classifica- 
tion according to his/her CREDIT HOURS per quarter: 


FULL TIME 12 Credit Hours 
3/4 TIME 9-11 Credit Hours 
1/2 TIME 6-8 Credit Hours 


Vocational Programs: 


V. A. payments are based on an individual's classifica- 
tion according to his/her CONTACT HOURS per quarter: 


FULL TIME ~ 22 or more Contact Hours 
3/4 TIME - 16-21 Contact Hours 
He TIME - 11-15 Contact Hours 


Haywood Tech Foundation 


The Haywood Tech Foundation was created by the Board of 
Trustees of Haywood Technical Institute and chartered by the 
State of North Carolina for the purpose of serving as the 
regulating body for the solicitation, receipt and management 
of donor funds which are used for, among other things, student 
financial aid. 


STUDENT SERVICES AND STUDENT LIFE 


General Philosophy 


Student Services at Haywood Technical Institute is dedicated to 
developing each student to his/her fullest potential. The 
importance of self understanding and personal growth in each 
student as well as his/her intellectual and social development is 
recognized. The school’s program of counseling and guidance 
has been developed to reflect this philosophy. 


The Student Services Office is concerned with various types of 
student assistance, including admissions, counseling, orienta- 
tion, curriculum testing and placement, supervision of and 
assistance in planning student activities, part-time employment, 
financial aid, student government, placement of graduates, 
school publications, and community-school relations. 


Counseling and Testing 


The counseling service begins with the student’s pre-entrance 
interview and continues throughout his/her career. Each 
applicant takes a series of tests prior to acceptance and 
registration. These tests are used as an indication of probable 
success, entry level, and as an aid to prospective students in the 
selection of a curriculum. 


Tests currently in use are: Math Placement Inventory; SCAT; 
and Cooperative English Test (Reading). Minimum scores are 
based on experience and vary according to needs in any 
particular program. Correlation of test scores and probable 
success is a continuing function of the testing program. (See 
Admissions) 


Counseling interviews may be scheduled at any time. Interview 
may concern program selection, interpretation of test scores, 
academic progress, evaluation of academic programs, financial 
aid, part-time work, job placement, personal and other matters. 


Counselors are available to all students, both by appointment or 
drop-in, throughout the academic day. Night students have 
access to a counselor four evenings per week. Reference 
material is available through the counseling service dealing 
with occupational information. All students are encouraged to 
use any phase of the counseling service at any time. 


Each student is assigned a Faculty Advisor by the Department 
Head. The students may elect, and are encouraged, to take up 
problems first with his/her Faculty Advisor. The Faculty 
Advisor will either aid the student in the solution of the 
problem or refer him/her to the Department Head or the 
guidance staff in Student Services, 


“ay 





Orientation 


All students are encouraged to participate in an orientation 
program conducted by members of the faculty, staff and 
student government. The program is designed to acquaint the 
student with the Institute environment, philosophy, purposes, 
policies, courses, staff, and other students. Assemblies, class size 
groups, open discussions, individual counseling, and catalogues 
are used to help prepare and inform the student. 


Faculty Advisor 


Each student is assigned an Advisor by his/her Department 
Head, who assists him/her in planning a schedule to meet his/ 
her educational needs and advises him/her concerning any 
problem that may arise. Students are encouraged to visit their 
Advisors periodically. 


Lay Advisory Committees 


Each curriculum and/or department at Haywood Technical 
Institute has a Lay Advisory Committee. Committee members 
represent a wide segment of society in the service area and 
assist in curriculum development, changes to keep curricula 
current with fluctuations in the job market, recruitment, place- 
ment, suggestions for financial aid, and - in general - serve as 
the contact people between the institution and the community. 
Terms may be for one, two, or three years, and members may 
be reappointed through mutual consent. Recommendations for 
appointment are made, beginning at the departmental leve} and 
continuing through the entire instructional division. Finally, 
the Dean of Instruction recommends to the President, who 


issues certificates of recognition to those whom he wishes to 
appoint. 


Instructional Evaluation by Student 


Each quarter students in all classes at Haywood Technical 
Institute are asked to complete an evaluation of their instructor. 
Once the evaluation forms are completed, they are tallied by 
students and handed to the Director of Occupational Education, 
where the comments are typed and copies returned to the 
instructor and his/her respective Department Head to be used 
as a basis for a quarterly conference. Results of the evaluations 
serve as an invaluable aid in improving instruction and are not 
intended to be used as a basis for disciplinary action against 
an instructor except, of course, in the case of extenuating 
circumstances. Students may sign their name to the evaluation 
form if they wish, but it is not required, 


PLACEMENT FOR GRADUATES iy 


The principal function of the Job Placement Office is to 
assist the graduates locate suitable employment. This is done 
in conjunction with the efforts of the instructional staff. 
The Placement Office, located in the R. V. Frazell Admin- 
istration Building, is open during regular school hours and 
students are encouraged to use the Job Placement resources 
that are available. Those students desiring placement assistance 
should file with the Placement Office prior to their last 
quarter in attendance. Job opportunities given to the Placement 
Office are posted on bulletin boards located throughout 
the campus. 


The institution does not guarantee employment; the primary 
responsibility for securing employment lies with the student. 


Student Follow-Up and Alumni Programs 


In order to properly evaluate the effectiveness of the various 
programs of training offered, it is absolutely necessary for the 
Institute to gather information from terminated students as 
to the results of their training. Student Services sends each 
student a brief form requesting pertinent information six 
months after termination. A two-year follow-up study of 
graduates will be made by Student Services to gather 
information which will indicate teaching effectiveness, curricula 
critiques, and employer reactions to graduates of the institution. 
Such information will be given to the Instructional Division. 


The results of these surveys are compiled and presented to the 
President, Executive Advisory Committee, and_ faculty 
involved for the purpose of evaluating the programs, methods 
of instruction, and course content as well as the potential job 
markets for the alumni of each program. 


A formal Alumni Association has not as yet been formed, but 
we are rapidly approaching the age and number of alumni 
favorable to start organization in this direction. 


Health Services 


First aid kits which are adequate for the treatment of minor 
injuries may be found in all departments and shop areas as 
well as in the Student Services Offices. The instructors in the 
Practical Nurse Education division will be available when 
possible for first aid treatment. In case of illness or injury 
requiring transportation, the Student Services Office should 
be contacted. 


Bookstore 


The Institute operates a bookstore as a service to the students. 
This store contains necessary textbooks, supplies, school 
decals, jerseys, and graduation caps/gowns and invitations. 


Student Lounge 


Sandwiches, crackers, cold and hot drinks, and game machines 
are available in the student lounge located on the basement 
level of the A. L. Freedlander Building. No drinks or food are 
allowed in classroom or shop areas at any time. 


Lost and Found 


The secretaries in the Student Services offices will accept 
articles found on campus and store them until they are 
reclaimed. 


Telephones 


Pay-station telephones are located in the student lounge and 
downstairs in the Crafts Building. Please do not use other 
phones for personal calls. Students will be allowed to receive 
incoming calls for emergency reasons only. 


School Colors and Mascot 


The official school colors are Columbia Blue and Light Gold. 
The official school mascot is the BOBCAT. 


Class Rings 


Class rings may be purchased at designated dates set by 
Student Services. You are eligible to order a ring if: (a) you 
are in a vocational diploma program and have successfully 
completed thirty credit hours or, (b) a student in a technical 
degree program and have successfully completed sixty credit 
hours. Ring order dates will be posted on bulletin boards. 


Identification Cards 


All students enrolled for twelve or more credit hours must pay 
a student activity fee of $3.00 per quarter; all students enrolled 
for less than twelve credit hours must pay a student activity fee 
of $1.00 per quarter. Payment of this fee entitles the student to 
an Identification Card. Presentation of this 1D card permits the 
student to enter athletic and social events and is required for 
voting in student elections. 


Inclement Weather Policy 


When classes are to be dismissed or the school day schedule 
altered, official announcement will be made over area television 
and radio stations. (Announcement made by the Haywood 
County Public Schools does not determine whether HT! will 
be open.) When day classes at HT| are called off, all evening 
classes will be closed. 


Learning Resource Center 


The Learning Resource Center has three areas of service which 
are: (1) Library Area, (2) Media Area, (3) Guided Studies Lab. 
There are facilities for individual and group studies. 


The Center is located in the modern, well-lighted A. L. Freed- 
lander Building. Books and related media are available for each 
program offered at the Institute with additional general 
interest and reference materials. 


Professionally trained personnel, clerical staff and student 
aides are available at all times to help the students derive the 
greatest benefits from the Learning Resource Center. 


While the resources of the Center are used primarily by 
students in the Institute, residents of the area served by the 
school, and particularly industrial and church sponsored 
groups, are urged to make use of the resources. 


Student Government 


The purpose of the Student Government is to promote in each 
student a personal sense of pride and responsibility for their 
school, country, and to accept their democratic responsibilities 
as an American citizen. 


The Student Government acts as an intermediary between the 
student body and the school, serving to crystalize student 
opinion and to present that opinion for consideration. It 
operates under a constitution ratified by the student body. 
The SGA president is a representative on the President’s Execu- 
tive Committee and is also an ex-officio member of the 
Institute’s Board of Trustees 


Explicit details as to purposes, procedures, financing and 
duties of the SGA can be found in the HT! publication 
“Guidebook for Student Officers and Faculty Advisors’’. 
(Copies located in Student Services Offices) 


Student Activities 


The Dean of Student Services, or a designated member of his 
staff, is responsible for coordinating the student activities 
program. Initial requests and plans come from the student 
body through the Student Government organization. Every 
effort is made, within the limited scope of financing, to 
conduct a well-rounded program of activities, for both men 
and women, in accordance with the student body's requests. 


A Student Activity Fee of $3 per quarter is currently charged 
to all full-time students and $1 per quarter for all part-time 
students. In addition, a percent of the profits from the vending 
machines goes to the Student Activity fund. This amount 
finances athletic equipment, tournament fees, dues for Student 
Government membership in organizations, dances, campus 
improvements, and other activities sponsored by the Student 
Government. 


Student Publications 


Under the auspices of the Student Government annuals, 
newspapers, and other periodicals may be published as student 
interest develops to such a degree as they are willing to support 
and publish. 


Student Organizations 


Haywood Technical Institute supports student organizations 
for social and academic development of students. In keeping 
with the policies of Haywood Technical Institute relative to 
student activities, all such organizations must be officially 
recognized, through the approving of constitutions and by-laws, 
by the Student Government Association and school adminis- 
tration. The proper procedure for establishing student organiza- 
tions is explained explicitly in the Guidebook for Student 


Officers and Faculty Advisors, copies of which are available 
in the Student Services Offices. 
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Inter-Institutional Athletics and Intramurals 


Haywood Technical Institute is a member of the Western Tar- 
heel Athletic Conference and the National Junior College 
Athletic Association. The conference is composed of eight 
schools of like nature and size situated in Western North 
Carolina. Teams are now fielded in golf and tennis. No athletic 
scholarships are provided. 


Intramural activities are scheduled when sufficient interest 
is shown, Intramurals are considered to be one of the most 
valuable student activities. Haywood Technical Institute avidly 
supports the intramural program. Team sports such as flag- 
football, basketball, volleyball and softball are now played 
along with individual sports such as horseshoes, tennis, and 
table tennis. 


Tennis courts are available to all students as well as ping-pong 
tables, flag-football field, softball field, and outdoor basketball 
goals. Games and other sports equipment can be obtained 
through the Student Services Office. 


All curriculum students that pay an activity fee are issued a 
Robertson Memorial YMCA regular membership. This member- 
ship becomes void at the date the student terminates 
enrollment. 


Parking Regulations 


All regulations stated herein have been approved by the Board 
of Trustees of Haywood Technical Institute. Should trustees 
amend these regulations, a supplement will be issued. 


Parking Permit Stickers must be purchased by all day and 
evening students for each vehicle they will be driving on 
campus. This permit is good for one year, or fraction thereof, 
beginning with the fall quarter and ending at the close of the 
summer quarter. Parking permits are obtained normally during 
registration, but may be purchased from the Fiscal Affairs 
Office at other times. 


Traffic and parking regulations remain in effect at all times on 
campus, Citations will be issued for the following offenses: 


1. Occupying more than one parking space. 
2. Not displaying current parking permit. 
3. Parking in lane of travel. 

4. Blocking building entrance. 

5. Obstructing sidewalk. 

6. Protruding into lane of traffic. 

7. Double 
8. Parking 
9, Parking 
10. Parking 
11. Parking 


parking. 

in restricted parking lot or zone. 
in reserved space. 

on grass. 

within 15 feet of a fire hydrant. 
Parking against traffic flow. 

Parking in ‘’Visitor’’ space. 

14. Reckless driving on campus. 

15, Blocking loading zone. 

16. Parking on shoulder or road. 

17. Driving in excess of posted speed limits. 


All cars blocking drive, creating safety hazard, on grass, block- 
ing dumpster, loading zones, or designated tow-away zones are 
subject to tow-away at the expense of the owner. 


Evening Parking Regulations iy 


Parking by evening students is permitted in all parking lots 
except the lot behind the R. V. Frazell Administration Building. 
This lot is reserved for faculty and special meetings. 

Note: All parking must be in lined, designated parking areas. 


Parking is prohibited on the roadside, grass, designated ‘’No 
Parking’’ areas, or in any way which would block traffic. 


Parking Violations 


Parking violations are recorded by the Fiscal Affairs Office 
located in the R. V. Frazell Administration Building. Those 
receiving parking violations should present this violation ia 
person to the Fiscal Affairs Office within twenty-four hours. 
Fees for violations are as follow (subject to change): 


First Offense $1.00 
Second Offense $2.00 
Third Offense $3.00 
Fourth and each additional Offense $5.00 
Tow-Away Zone Offense $15.00 


All parking fees must be cleared by the student before (s)he 
graduates from this institution. 


Care of Buildings and Equipment 


It is the responsibility of every student to care for buildings, 
grounds, and school equipment to the best of his/her ability. 
Students who negligently lose, damage, destroy, sell, or other- 
wise dispose of school property placed in their possession or 
entrusted to them will be responsible for the full extent of 
the damage, or loss, and 


Conduct and Standards 


1. Smoking: Smoking is prohibited in all classrooms, 
laboratories, and shops at all times. 

Z. Personal Combat, etc.: Students who engage in such 
acts as stealing, gambling, profane language, personal 
combat, and possession of firearms and dangerous 
weapons are liable to disciplinary action. 

Ba Use of Disposal Containers: | Students are expected to 
make use of the disposal containers in the halls, shops, 
and classrooms when discarding materials. 

4. Dress: Students will be expected to dress in an appro- 
priate manner at all times. 

5! Eating and Drinking: Drinking of soft drinks, milk- 
shakes, and coffee, as well as eating of food, is allowed 
only in designated areas. Drinks and food should be 
kept within the limits of the student lounge or out- 
of-doors. 

6. Alcohol and Drugs: No student of HT! shall use 
consume, or have in his/her possession while in or on 
school property, any intoxicating liquor, or any drug 
listed in the North Carolina General Statutes as a 
Controlled Substance unless the student also has a valid 
prescription for such substance. No one who is under the 
influence of any intoxicating liquor or controlled sub- 
stance (except in the latter case where such substance is 
being used in connection with a planned program of 


His Information on Bulletin Boards: 


8. Fire Drills and Safety Rules: 


subject to disciplinary action. 


therapy or treatment under the direction of a physician), 
shall be permitted to enter or remain upon HT | property. 
Any violation of this regulation may result in expulsion 
from the Institute. 

Each student is held 
responsible for information published through notices 
and announcements placed on bulletin boards. 

These must be observed 
by all students, faculty and staff. Most of these regula- 
tions and drills are compulsory under North Carolina 
law. 


Disciplinary Suspension and Dismissal 


School regulations which serve to control all aspects of 
personal conduct must be observed. The safety, rights, and 
feelings of others must be respected. A student may be sus- 
pended or dismissed from the Institute for conduct or personal 
habits which are not in the best interest of the student, fellow 
students, or the institution. 


Re-admittance of dismissed students at a later date will be at 
the discretion of the Institute. 


Right of Appeal 


Any student suspended or expelled from a class or from the 
school for disciplinary reasons has the right to request a review 
of his/her case. Due process involved in an appeal is spelled out 
in the disciplinary procedures policy in the Haywood Technical 
Institute Policies and Procedures Handbook located in the 
Student Services Office. 





Student Responsibilities 


Students at Haywood Technical Institute are responsible for 
the proper completion of their academic program, fo! 


familiarity with all the requirements of the official catalogue, 
for maintaining the grade average required to remain in school, 
and at all times knowing their academic standing as well as for 
meeting all other degree requirements, Faculty advisors and the 
counselors can counsel the student, but final responsibility 
remains with the student. 





ACADEMIC POLICIES 


Degree 


A degree is awarded to students who complete a degree program 
with an overall grade of ‘’C’’ or better in their field of study. 
(See Graduation Requirements) 


Diploma and Certificate 


A diploma is awarded to students who complete a diploma 
program with an overall grade average of “’C”’ or better in 
their field of study. A diploma program may vary in length 
from three quarters to seven quarters. 


Any curriculum program less than three quarters is called a 
certificate program and a certificate is presented for successful 
completion. The same academic standards apply to the 
certificate program as those of the diploma program outlined 
above. (See Graduation Requirements) 


Quarter System 


Haywood Technical Institute operates on the quarter system. 
Each of the four quarters per year is approximately eleven 
weeks in length. The Institute is in session five days a week, 
twelve months per year and a Haywood Technical Institute 
student is expected to attend all four quarters. Breaks between 
quarters range from three days to two weeks according to the 
current calendar. Classes normally meet hourly for fifty 
minutes with a ten minute break between classes. The number 
of times that a class meets each week is determined by the 
number of quarter hours credit given that class. 


Quarter hours credit is awarded as follows: one quarter hour 
of credit for each hour per week of class lecture, one quarter 
hour of credit for each two hours per week of laboratory 
work, and one quarter hour of credit for each three hours of 
manipulative lab such as shop work. 


Registration/Late Registration 


All students are required to officially register on the date desig- 
nated as such by the school calendar. (Returning students are 
given the opportunity of taking advantage of an early registra- 
tion date that is held toward the end of designated quarters.) 


No credit may be granted for courses in which the student is 
not properly registered. 


All returning students must be officially registered by the date 
stated in the calendar as the ‘Last Day for Returning Students 
to Register’’. (The school reserves the right to refuse a registra- 
tion opportunity for those returning students who do not 
register by this date.) 


All new students must be officially registered by the date stated 
in the school calendar as the ‘‘End of Drop/Add Period - Last 
Day for New Students to Register’’. 

Any students registering after designated official registration 
dates will be charged the appropriate late registration fees (see 
Student Expenses). The Dean of Fiscal Affairs is the only 
person in the institution authorized to waive late registration 
fees. 


Classes missed due to late registration will be counted in the 
absences in figuring percentages. 


Freshman, Sophomore: 


Classification of Students 


Students who have successfully com- 
pleted forty-five hours of work are 
considered sophomores. Al! others 
are considered freshmen in classifi- 
cation. 


Student Load 


Twelve quarter hours constitute the minimum quarterly load 
for full-time student status at Haywood Technical Institute, 
The maximum load allowed will be determined on an individual 
basis by the advisor and department head. No student may 
major in more than one curriculum at a time. 


Attendance Policy 


Regularity of class attendance is necessary in order to receive 


maximum benefits from the program offered and for mainte 


nance of a satisfactory academic record. Whenever a student's 


class attendance or punctuality endangers his/her own success 
or that of other students, (s)he may be dropped from the 
course. Except by written permission from the instructor, the 
student who misses twenty-five percent or more of the total 
possible time per class will receive a failing grade for the course, 
Three tardies constitute one absence. 


A student is expected to confer with each instructor before 
anticipated absences or immediately after unavoidable absences. 
The instructor has final authority for deciding whether or not 
work missed can be made up. 


Note: 


This policy is school wide as a minimum attendance 


policy. Each department, with the approval of the Dean of 


Instruction, may have an attendance policy that allows fewer 


absences if the department determines that such a policy is 
necessary. It is the responsibility of the instructors to insure 
that students are aware of the minimum attendance policy for 
courses in that department. 


Veterans must check with 


the Veteran’s Officer for VA 


attendance requirements. 
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(See Inclement Weather Policy) 


Explanation of Grades 


Haywood Technical Institute reports grades in letter and grade 


point average. The grade that can be given and the quality 
points for each grade are listed below: 


Grade Significance Quality Points 
A Excellent 4 
B Good 3 
c Average 2 
D Passing 1 
F Failure 0 
| Incomplete (not computed in GPA) 
¥ Audit (not computed in GPA) 
Ww Official Withdrawal (not computed in GPA) 
WE Unofficial Withdrawal (computed in GPA) @) 


Grade point average is computed by dividing credit hours 
attempted into the quality points earned. 


Incomplete Grade Policy Be 
At the discretion of the instructor, a student may be given an 
incomplete grade for work not completed, if the incomplete 
work is unavoidable and not caused by the student’s negligence. 
An incomplete must be made up before the end of the next 
quarter in which the student is officially enrolled. An incom- 
plete that is not removed during the following quarter will 
automatically be changed to an ‘’F’’. Extensions beyond one 
quarter require the written permission of the Department Head 
and the Dean of Instruction. This written permission must be 
submitted to the Registrar’s Office before the end of the 
quarter following receipt of the incomplete. 

It is the responsibility of the student to contact the instructor 
to make arrangements for the removal or extension of the 
incomplete grade. 


An incomplete grade computes neither hours nor quality 
points toward the student’s grade point average, or course 
requirements toward graduation. 


Audit 
(See Audit Student) 
Changes of Schedule 


Changes During the Drop/Add Period 


Students may change their schedule by dropping or adding 
courses during the published dates printed in the school 
calendar. Students should consult their faculty advisor before 
making any changes. 
Adding Courses: Courses may be added only 
during the drop/add dates printed 
in the school calendar. 


Dropping Courses During Drop/Add Period: 

Courses that are officially 
dropped during the Drop/Add 
period will be assigned a grade of 
“W"' with neither quality points 
nor hours computed into the GPA, 

The students must go to the Registrar's Office to complete 

the necessary forms. 


Dropping Course(s) After the Drop/Add Period 


A student who finds it necessary to drop a course after the 
drop/add period must do so by the date published in the school 
calendar as the “‘last day to drop course(s) with withdrawal 
grade”. The withdrawal grade (W) will be shown on the 
student’s permanent academic transcript, but neither hours 
nor quality points will be computed into the student's grade 
point average. A student is entitled to the withdrawal grade if 
they officially drop the course through the Registrar’s Office. 
If a student does not officially withdraw, the instructor is 
required to record a grade of ‘‘WF”’ for that student and hours 
and quality points will be computed. 


A student may not be given the withdrawal grade (W) after 
the date published in the school calendar unless the student is 
officially withdrawing completely from the institution. 
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Official Withdrawal from the Institution 


A student who finds it necessary to withdraw from the insti- 
tution should consult with their faculty advisor and/or a 
Student Services Counselor before going to the Registrar’s 
Office to obtain the withdrawal form. To complete official 
withdrawal, the student must obtain the required signatures 
and return the withdrawal form to the Registrar’s Office. 


A student who officially withdraws from the institution at any 
time during the quarter may be given agrade of withdrawal (W) 
on all courses. Quality points will not be computed nor credit 
given. 


Failure to officially withdraw at any time during the quarter 
will result in ““WEF”’ on all the courses for which that student is 
registered and hours and quality points will be computed, 


Due Process for Grade Contesting Policy 


All students enrolled in classes at Haywood Technical Institute 
have the right to contest grades assigned to them. The following 
procedure will be followed by the student who desires to 
contest a grade: 

1. Schedule an appointment with the instructor who has 
assigned the grade. Discuss the matter with him/her, 
asking him/her to review the basis for assigning the 
grade. If the disagreement about the grade is resolved 


in this discussion, grade change action - where needed - 
should originate through the instructor. 


. If not resolved here, schedule an appointment with a 
counselor or advisor, who will aid the student in the 
writing of the case, and schedule an appointment with 
the instructor’s department head, 


If the matter is still not resolved, a final review will be 

made by the Dean of Instruction in consultation with 

all individuals involved. Upon recommendation by the 

Dean of Instruction (after all steps have been followed), 

the grade in question may be set aside and declared 
invalid in which case the student will be given a com- 
prehensive examination by the department involved to 
establish a grade of record. 

The right to contest a grade expires at the end of the quarter 
following the one in which the grade is assigned. The time limit 
will be waived only in unusual circumstances. When a student 
contests a grade assigned by an instructor no longer employed 


by the institution, Step One (1) above does notapply. 
Student Grade Reports 


Student grade reports are mailed from the Registrar’s Office 
to the address designated by the student immediately at the end 
of the quarter. The student grade report will state the student's 
academic status as regards academic honors, probation, or 
suspension. It is the responsibility of all the students to become 
knowledgeable of the policy as regards academic probation or 
suspension, and they should adhere to their status as stated 
on their grade report. 


Academic Probation 


The probation list shall be composed of any student who has a 
cumulative grade point average of less than 2.00. A student 
becomes aware of his/her probationary status at the time (s)he 
receives his/her grade report as it is typed in on this renort. 


Academic Suspension 


Students shall be placed on the suspension list if they 
(1) have just completed a quarter’s probation; (2) have a 
cumulative grade point average of less than 1.85. However, if 
the student has a probation quarter grade point average of at 
least 2.00, (s)he shall be allowed to remain on continuing 
probation for another quarter. 


Students suspended according to the above criteria shall not 
be allowed to re-enter any program for at least one quarter; 
however, in many cases, due to course sequence, this may 
result in a delay of more than one quarter. (See Re-Admission) 


The Student Services staff, along with the faculty advisor, will 
strive to assist a suspended student in any way deemed helpful. 
When it becomes apparent that the program in which (s)he is 
enrolled is not compatible with his/her ability and/or interest, 
every effort will be made to guide him/her toward a more 
realistic Curriculum or goal. 


The Institute reserves the right to refuse re-admission to any 
student after two academic suspensions. 


Student Rights in Regard to Official School Record 


Haywood Technical Institute, in accordance with existing 
State and Federal laws, reaffirms the rights of students to access 
to their official records; the rights of a hearing if the student 
challenges the contents of official records; and proper restric- 
tions on release of personally identifiable data without 
student consent. Directory information is defined as student’s 
name, address, telephone listing, date and place of birth, 
major field of study, participation in officially recognized 
activities and sports, weight and height of members of athletic 
teams, dates of attendance, degrees and awards received, and 
the most recent previous educational agency or institution 
attended by the student. 

Any student who does not wish any or all of the above 
directory information released to outside agencies must notify 
the Registrar in writing within ten days after their initial 
registration. No records, other than directory information, shall 
be available to unauthorized persons within the school or to 
any unauthorized persons or groups outside the school without 
the written consent of the student involved except under 
legal compulsion. 


For additional information and clarification, students should 
discuss the Family Education Rights and Privacy Act with a 
member of Student Services. 


The following persons or groups may have access without 
student consent: 


a. Parents of dependent students 


b. School faculty and other school officials with legit- 

imate educational interests 

Authorized representatives of Federal or State govern- 

ment 

. Authorized organization conducting studies relating to 

testing, financial aid or instruction 

Accrediting organizations 

f. In emergencies, appropriate persons if necessary to 
protect health or safety of the student or others 

The school will keep a written record of all persons who 

have examined an individual student record or file or any 

group of records or files with the exception of “’b’” above. 
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Any student may request permission to review his/her record(s) 
in the Office of Student Services. Any student questioning 
the content of his/her record(s) shall first review the record(s) 
with the Registrar or Dean of Student Services. Upon written 
request by the student, all unresolved questions shall be 
reviewed by a school committee appointed by the President. 
The final review shall rest with the President of the school. 
The school reserves the right to require appointments for 
examination of records should the need exist. 


Re-Admission 


Any student who has withdrawn for any reason and wishes to 
re-enter must submit a completed ‘’Application for Re- 
Admission and/or Change of Curriculum’ form and any 
additional admission materials as may be required to the 
Director of Admissions. The application will be reviewed 
with consideration given to the recommendation of the 
department head concerned. All debts to the institution must 
have been paid. 


In the case of academic or disciplinary suspension the student 
must have fulfilled the terms imposed by the suspension 
before being considered for re-admission. 


Student Official Academic Record (Transcript) 


An official record of all the student’s courses, credits and 
grades earned (transcript) is kept in the Registrar’s Office. 
Students should maintain records of their courses, credits and 
grades each term, and check from time to time to see that 
their records agree with those of the Registrar. 


Class Repeat Rules 


Students are required to pass all courses within their cur- 
riculum prior to graduation. Students failing prerequisite 
courses must repeat and pass the prerequisite prior to under- 
taking the next course in the sequence. Any deviation from 
this policy must have the prior written approval of the Dean 
of Instruction. 


When a course is repeated, the last grade is recorded as the 
final grade for the course, and only the last hours attempted 
are counted in determining the student's quality point 
average; however, the first grade is retained as part of the 
permanent record. 


Change of Curriculum 


Students desiring to change from one curriculum to another 
should first contact their faculty advisor and Department Head. 
Formal change must be cleared through the Director of 
Admissions and the Registrar. Veterans must be additionally 
approved for change through the Veteran‘s Officer in Student 
Services and/or the VA. A student on academic suspension 


from a curriculum may not change to another curriculum 
until the suspension period is complettd. Only one such 
change can be made from an uncompleted curriculum. 


When a student is allowed to change in curriculum, all previous 
work at HTI in former curriculum(s) will be evaluated by the 
receiving Department Head for transfer of credit from the old 
to the new curriculum. 


Transfer of Credit 


Educational work completed by the student in other institu- 
tions may, where applicable, be credited toward the require- 
ments of a program at Haywood Technical Institute. Any 
student who desires transfer credit is responsible for filing 
transcripts in the Director of Admissions Office before their 
first registration. 


To receive transfer credit,a request for evaluation of transcript 
must be made in writing. Upon receipt of the transcript, records 
of previous work will be evaluated by the appropriate depart- 
ment head. 


Request for transfer credit should be made prior to the 
student’s first enrollment. 


The Institute reserves the right to refuse transfer evaluation 
for credit after the student's first quarter’s enrollment. 


Only courses in which a grade of ’’C’’ or better was made will 
be considered for transfer credit. Transfer credits will not be 
computed in with work completed at Haywood Technical 
Institute, but will be reflected on the student's transcript as 
total hours transferred. 


A minimum of one quarter of residence is required for 
graduation. 


Veterans Administration regulations require that all transcripts 
of the veteran student be evaluated and credit granted where 
applicable. Therefore, all veterans must furnish the Admissions 
Office and the Veterans Coordinator with transcripts of all 


previous educational efforts prior to initial certification. 


Credit by Examination 


At the discretion of the institution, students may request and 
earn credit by examination for a given course if they can 
demonstrate the required level of proficiency. This credit shall 
be earned by successful completion of a departmental examina- 
tion which will be given with the permission of and by the 
concerned department no later than the end of the Drop/Add 
period. A grade will be assigned by the Department Head accord- 
ing to test results. Credit by examination hours will not 
influence the student’s grade point average, but will count 
toward hours for graduation. 


Honors Criteria 


Students shall be placed on the Dean’s List if they are currently 
enrolled for twelve or more credit hours and have obtained a 
current quarter grade point average of 3.50 or above and have 
neither an incomplete grade nor a grade below “C”. 


Graduation Policy 


The graduating student’s presence at graduation is highly 
desired, but not compulsory. Formal completion of all course 
work, as certified by your academic department, earns you the 
right to have your name on the graduating list and formal 
program. Your payment for the diploma further entitles you 
to receipt of the diploma which will be awarded to you at the 
ceremony if you attend, or at any such time as you contact 
Student Services after the ceremony if you do not physically 
attend. If you wish to participate in the formal ceremony, it is 
required that you first meet the two above requirements, 
provide yourself with the proper cap and gown (available in the 
bookstore), and notify Student Services of your interest to 
participate no less than (10) ten working days prior to 
graduation. Formal program format and procedure deemed 
necessary for conducting a suitable program will be up to the 
discretion of the Graduation Committee. 


Application for Graduation and Expenses 


Graduating students must: (1) make application for graduation - 
form obtained in Student Services Office - at the beginning of 
the quarter of their expected graduation; (2) pay the appro- 
priate graduation fees. Graduation fees currently range from 
$15 to $30, depending upon the curriculum in which you 
graduate. This fee is payable at the beginning of the quarter 
in which the student expects to graduate. 


Graduation Requirements 


A Haywood Technical Institute student, in order to graduate 
with a diploma, certificate, or degree, must meet the following 
minimum requirements: 


1. Complete the requirements of an Institute approved program 
of study. 

2. Complete the required number of hours in the prescribed 
curriculum. In most programs of study, the approved pro- 
gram will require slightly more than minimum credit hours, 

3. Maintain a minimum of 2.0 (C) quality point average for the 
overall number of quarters involved, 


4. Be recommended by the head of the department for 
graduation. 


5. Fulfill all financial obligations to the Institute. 
6. Complete application for graduation. 


7. All transfer students must complete minimum of one quarter 
of work at this Institute before being eligible for graduation 
here. 


The time and date of graduation are set by the administration 
and are subject to change at any time. 





H.T.I. SERVICE DIRECTORY 


Activity Person/Office Responsible Location 


Activities (Student) McMahon/Hughey 119, 118 Frazell 


121 AS, 
119, 120 Frazell 


Brodhage, Hughey, 
McMahon, James 


Admissions Counseling 


Admissions Brodhage 121 Frazell 
Academic Advising Department Head 

Attendance Department Head 

Bookstore Hawkins 109 Frazell 
Change from One Faculty Advisor/ 

Curriculum to Department Head/ 

Another Brodhage 121 Frazell 
Counseling Brodhage, Hughey, 1Ziged ise 


McMahon, James 119, 120 Frazell 


Financial Aid/Work- 
Study Jobs/Vocational 
Rehabilitation/Social 
Security 


Hughey 118 Frazeil 


First Aid (Each Department has 
First Aid Kits) 
+PNE Instructors 
+Transportation for 


medical assistance 


119 Freedlander 


123 Frazell 


Food Service (Vending) Melville Freedlander (Upper Level) 


Graduation Eligibility Department Heads 





Graduation Forms McMahon 119 Frazell 
Guided Studies Maxey 202 Freedlander 
Housing James, Brodhage 120, 121 Frazell 
Identification Cards Hawkins 109 Frazell 
Insurance (Student) Baity 123 Frazell 
Job Placement McMahon/ 119 Frazell 
Instructional Division 
Lost and Found Baity 123 Frazell 
Parking/Violations Fowler 109 Frazell 
Parking Stickers Norman 109 Frazell 
Problems relating to 
Curriculum/Instruction Department Head/ 
Moody/Hodges 104, 100 Frazell 
Proficiency Test Department Head 
Recruiting Service James/ 120 Frazell 
Instructional Division 
Residency Status Brodhage 121 Frazell 
Rings (Eligibility) McMahon 119 Frazell 
Schedule Changes Faculty Advisor/ 
Student Services 
Student Evaluations Moody 104 Frazell 
Testing Information Brodhage 121 Frazell 
Tuition and Fees Payment Fiscal Affairs 109 Frazell 
Transcripts from HT] McMahon 119 Frazell 
Transfer Credit Department Head 
Vending Games 
16 (in Lounge) Hughey 118 Frazell 
Veterans Benefits Davis Reception Area, Frazell 
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BOARD OF TRUSTEES 


W. 
GaG: 


Curtis Russ, Chairman 
Palmer, Jt Vice-Chairman 
Robert A. Cathey 

Joe C. Cline 

Mary Cornwell 

Pink Francis 

Harold D. Long 
Ernest B. Messer 

T. Hugh Rogers 

Elaine Schenck 


Edward Thornhill, III 


Sam L. Wiggins 


S.G.A. President, &x-Officio 


Joseph H. Nanney 


PRESIDENT 


M. Ed., N. C. State University 


FACULTY AND STAFF 


Baity, Barbara R. 
Bolden, Jackie R. 


Brodhage, Jack A. 


Brown, Samuel M. 
Brown, Sheila Ann 


Buchanan, Peggy R. 
Butler, Annita S. 
Carson, David L. 
Caudill, Junola Sue 
Chandler, L. Thomas 


Cloer, A. J. 


Clontz, Gary H. 


Constance, Hugh H. 


Daniels, Jon M. 


Davis, Chester C. 


Secretary, Dean of Student Services 
Secretary, Dean of Administrative Services 


Director of Admissions/Counselor 
M.S., Western Carolina University 


Millwright 
Custodial 


Instructor, Business Education 
B.S., Western Carolina University 


Clerical, Sheltered Workshop 
A.A.S., Haywood Technical Institute 


Instructor, Horticulture/Grounds Superintendent 
B.S., University of Massachusetts 


Adjustment Coordinator, Sheltered Workshop 
B.A., Appalachian State University 


Instructor /Wood Procurement Officer 
A.A.S., Haywood Technical Institute 


Instructor, Lumber Specialist 


Dept. Hd.: Recreation/Production Crafts 
B.S., Appalachian State University 


Director of Extension, Continuing Education 
M.A., Western Carolina University 


Instructor, Recreation 
B.S., Western Carolina University 


Acting Veteran Affairs Coordinator 
A.A.S., Haywood Technical Institute 


18 


Davis, Dolores H. 
Davis, J. Lawrence 
Davis, L. Eugene 


Davis, S. Arlene 


Dills, Gary G. 


Earp, Chery! R. 


Ensley, Barbara F. 


Evans, Linda C. 


Fowler, J. Steven 


Gaddis, Gerald E. 


Galloway, James D. 


Gaynes, Ruth K. 


Gregory, John Arch 


Guy, Randall 0. 


Haney, L. Jeannie 


Haney, Ruby H. 


Hardin, Daniel B. 


Harrell, Joseph M. 


Harrell, William C. 


Hart, Phyllis Y. 


Hawkins, R. Wayne 


Hill, Sherry R. 


Hodges, Darlene C. 


Holder, Ed 


Hudson, Charles F. 


Hughey, James A. 


Technician, Recreation/Production Crafts 
Custodial /Security 
Instructor, Electrical Installation & Maintenance 


Librarian 
M.A., Appalachian State University 


Dept. Hd.: Agricultural & Biological Sciences 
Ph. D., University of Alabama 


Visiting Artist/Drama 
M.A., U. N. C. - Chapel Hill 


Instructor, Medical Office Assistant 
B,S., University of Tennessee; C.M.A. 


Library Aide/Secretary 
A.A.S., Haywood Technical Institute 


Equipment Coordinator 
A.A.S., Haywood Technical Institute 


Custodial Supervisor 


Instructor, Carpentry 
A.B., Duke University 


Instructor, Fiber 
B.A., San Francisco State College 


Instructor, Metal 
M.S., University of Tennessee 


Instructor, Recreation 
B.S., Western Carolina University 


Copy Room Clerk 
A.A.S., Haywood Technical Institute 


Dept. Hd.: Health Occupations 
B.S., Mars Hill College 


Office Manager/Ass’t. Saw Filing Instructor 
A.A.S., Haywood Technical Institute 


Instructor, Sawyer 


Instructor, Mathematics 
B.S., Mars Hill College 


Dept. Hd.: Business Education 
M.S., Western Carolina University 


Dean of Fiscal Affairs 
M.S., Western Carolina University 


Secretary, Dean of Instruction and 
Director of Occupational Education 


Dean of Instruction 
M.A., Western Carolina University 


Instructor, Saw Filing 


Instructor, Forestry 
B.S., California State University, Humboldt 


Dir. of Financial Aid/Coord. of Student Activities 
M.A., Western Carolina University 


Secretary, Registrar/Counselor 
A.A.S., Haywadd Technical Institute 


Hyatt, Elsie S. 


Instructor, Horticulture 
B.S., N. C. State University 


Israel, Lonnie A. 


Israel, Richard T. 


Instructor/Coord. Industrial Management 
B.S., University of Tennessee 


James Betty F. 


Secretary, President 


Dean of Student Services 
M.A., Western Carolina University 


James, Walter L. 


Justice, Doyle B. Maintenance 


Lance, Ronald W. Lab Technician/Agricultural & Biological Sciences 


A.A.S., Haywood Technical Institute 


Leatherwood, James H. Maintenance Personnel Supervisor 


Ledford, Virginia H. Custodial 


Instructor, Fish & Wildlife 
M.S., University of Tennessee 


Lindsay, Richard C. 


Lab Assistant/ Business Education 
A.A.S., Haywood Technical Institute 


Lowe, Deana R. 


Mack, Tom, Jr. 


Maintenance 


Marshall, George M. = Production Superintendent, Sheltered Workshop 


M.A., Western Carolina University 


Massey, Don F. Dept. Hd.: Learning Resource Center 


M.A., Western Carolina University 


Instructor, Guided Studies 
M.A., Western Carolina University 


Maxey, Joyce C. 


Maynard, Douglas L. 


Instructor, English 
M.A., East Carolina University 


McCrary, Linda C. Technician, Business Ed./Related Studies 


A.A.S., Haywood Technical Institute 


McMahon, L. Dean Registrar /Job Piacement Officer 


M.A., Western Carolina University 


McSpadden, G. David 


Technician, Production Crafts 


Melville, Gary Dean of Administrative Services 
M.A., Western Carolina University 
Mills, Neal A. Media Production Specialist 


M.A., Western Carolina University 
Milner, James L. Instructor, Automotive Mechanics 


Vocational Evaluator, Sheltered Workshop 
B.S., Mars Hill College 


Minear, Dorothy J. 


Director of Occupational Education 
M.A., Western Carolina University 


Moody, James R. 


Moore, L. J. 


Dean of Continuing Education and Evening Programs 
M.A., Western Carolina University 


Moore, Ruth G. Bookkeeper 


Morar, Neal T. Instructor/Job Developer, H.R,D. 


M.S., Florida State University 


Nelson, Mary Ruth Custodial 
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Newnam, Susan P. 


Nichols, Charles F., Jr. 


Norman, Edith A. 


O’Kelley, William 0. 


Owen, Clifford M. 


Page, Rufus H. 


Palmer, John G. 


Perry, H. Dwain 


Phillips, Bobby D. 


Puckett, David P. 


Raab, H. Wayne 


Robb, Joan E. 


Robinson, M. Gene 


Sales, Clark B. 


Shook, Nancy I. 


Smith, Judith S. 


Smith, Leslie L. 


Sorrells, Steve A. 


Staiger, Douglas K. 


Summers, James W. 


Thomas, Elizabeth 


Tweed, James R., Jr. 


Venable, Cletis H. 
Walker, W. Joyce 


Ward, Agnes F. 


Welch, Eugene B. 


Williamson, W. Lynn 


Instructor, Business Education 
B.S., Appalachian State University 


Instructor, Business Education 
M.A., Middle Tennessee State University 


Secretary, Dean of Fiscal Affairs 
A.A.S., Haywood Technical Institute 


Instructor, Forest Products 
B.S., N. C. State University 


Custodial /Security 


Dept. Hd.: Wood Products 
B.S., N. C. State University 


Special Project: Campus Arboretum 
M.S., University of Tennessee 


Instructor, Business Education 
M.A., Western Carolina University 


Instructor, Auto Body Repair 


Instructor, Business Education 
M.A., Middle Tennessee State University 


Instructor, Wood 
M.F.A., Rochester Institute of Technology 


Technician, Agri. & Bio. Sciences/Industrial 


Director of Sheltered Workshop 
M.A., Western Carolina University 


Instructor, Welding 


Instructor, Business Education 
M.A., Western Carolina University 


Instructor/Outreach, H.R.D. 
B.S., Western Carolina University 


Receptionist 
A.A.S., Haywood Technical Institute 


Instructor, Horticulture 
B.S., N. C. State University 


Instructor, Forestry 
B.S., N. C. State University 


Dept. Hd.: Industrial 
M.A., Appalachian State University 


Dept. Hd.: Related Studies 
M.A., Western Carolina University 


Instructor, Mathematics 
M.A., Louisiana State University 


Maintenance 
Secretary, Continuing Education 


Instructor, Guided Studies 
B.S., Appalachian State University 


instructor, Occupational Adjustment 
B.S., Western Carolina University 


Machine Operator 
B.S., Western Carolina University 


Winecoff, Wanda S. Director of Extension Arts & Crafts 
B.S., Berea College 


Wood, Dorothy F. Instructor, Practical Nurse Education 
B.S., Mars Hill College 


Woody, Grace F. Director of Human Resource Development 
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Technical Programs 


Haywood Technical Institute offers a wide variety of Technical Degree programs of study 
which lead to the Associate in Applied Science degree. These two-year programs involve a seven- 
quarter period of study combining career preparation with a background in general education. The 
student is prepared to enter the world of work as a competent technician on a semi-professional level 
or as an executive assistant. 

Haywood Technical Institute is fully accredited by the North Carolina Department of 
Community Colleges and by the Southern Association of Colleges and Schools. 
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Business 





The Business Administration curriculum is de- 


Administration (Day) 


FIRST QUARTER 





LEC. LAB. CR. HRS. 


ENG 101 Communications | 5 O 5 
: ! BUS 102 Typewriting | 2. a 3 
signed to prepare the student for employment in one BUS 101 Introduction to Business ise ets 5 
; : EEORIOZ Economics | Oe tO! 3 
of many occupations common to business. The ite Ds: To” 
bjecti fth r to devel Ompetencies orator rc ad 
ODJECHIVES OR ENE PCOGTata dle LO SEVEIOM.COMp MAT 110 Business Math Chapa 4 
: h ACO : : a ENG 102 Communications || ‘5; 0 5: 
which apply to the principles of organization and man- ECO 10400 “Geoncmicell zg 3 
A ; : BUS 115 Business Law | 3 O 3 
agement in business operations. BUS 235 Business Management PoTan: Mee 
tit oo 78 
The graduate of the Business Administration THIRD QUARTER 
BUS 120 Accounting | 3 2 4 
iculum r j of reers fro in- BUS 116 Business Law || 3 0 ' 
curriculum may enter a variety of caree m begin BUSS We NarernG eo: 7 
. . . ENG 204 Oral Communications 3 O a 
ning sales person or office clerk to manager trainee. ENG i903 Report Writing ig) 52 a 
ae : 75 6 78 
The duties and responsibilities of this graduate may 
FOURTH QUARTER 
include making up and filing reports, tabulating and BUS 121 — Accounting II Sika 4 
BUST Office Machines | os } 3 
- j ; ; ; + BUS 232 Sales Development 6 pi 4 
posting data in various books, sending out bills, check Bie 234 - “cParcan nel Manet Bro 3 
: . : ; ; s : T1 7 T4 
s, adjusting complaints, operating office 
ing calculations, adj g p p g METHOUSRTER 
| ict] n in ising. BUS 122 Accounting III 3 Zz 4 
machines, and assisting managers in supervising Ben Daan on dversing 5 ee : 
A . . . oe BUS 211 Office Machines 11 Z 3 S) 
Positions are available in businesses such as advertising,  gys509 Taxes 3. 2) a 
rey Mi 11 9 15 
banking, credit, finance, retailing, wholesaling, hotel, 
SIXTH QUARTER 
tourist and travel, industry, insurance, transportation BUS 271 Office Management 24508 3 
BUS 272 Supervision 3 O 3 
and communications. PSY 206 Applied Psychology 3 0 3 
Elective = ----—--—-----—---—--—---—--- SS ANSE: ie 
; 12 <0 12 
An Associate in Applied Science degree is 
SEVENTH QUARTER 
awarded upon successful completion of the program. BUS 288 — Organizing a Small Business Sige 4 
BUS 245 Retailing 3 O 3 
BUS 247 Business Insurance : 0 | 
ENG 205 Business Communications | 3 2 4 
SPECIFIC ENTRANCE REQUIREMENTS: BGG) ee = 3.0, ae 
1. Must be a high school graduate or have a state approved equivalent 1S 4 17 
education. 
2. Must submit transcripts of high school and post-high school Total Hours 110* 
education, 


3. Must satisfactorily complete 
4. Must have a _ personal 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


placement test battery. 
interview with school representatives. 
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BUS 101: INTRODUCTION TO BUSINESS 5 


The student will acquire a useable business vocabulary in order to under- 
stand the various economic and marketing systems and will demonstrate his 
ability in decision-making. 


BUS 102: TYPEWRITING | 3 


The student should strive for keyboard mastery using correct techniques 
and form and should develop control of centering, tabulation, and other 
manipulative operations of the typewriter. Problem solving of such com- 
monly used personal and business papers as letters, memorandums, outlines 
and tables will be available for study. The student should develop a mini- 
mum speed of 30 gross words per minute with no more than two errors per 
minute. 


BUS 110: OFFICE MACHINES | 3 


Upon completion of this course, the student should be able to perform a 
variety of functions on the ten-key adding machines, printing calculators, 
electronic printing calculators, electronic display calculators, and full-key 
adding machines. 


BUS 115: BUSINESS LAW | 3 


The student, upon completion of this course, will be able to identify !egal 
terms and apply them to business situations; identify the basic principles 
of law that apply to business transactions; and identify legal difficulties and 
determine how to avoid them. 


BUS 116: BUSINESS LAW II 3 


The student should be able to define and explain the legal aspects in the 
areas of agency, commercial paper, negotiable instruments, personal and 
real property, bailments, and environmental laws as they apply to individuals 
and business. Prerequisite: BUS 115 or approval by Department Head 


BUS 120: ACCOUNTING | 4 


Upon completion of the course, the student should be able to complete the 
basic features of the double-entry bookkeeping system; including rules for 
debits/credits, special journals, worksheet, financial statements, and sup- 
porting schedules. Prerequisite: MAT 110 or approval of Department Head 


BUS 121: ACCOUNTING II 4 


The student will apply theory from Accounting | in various methods for 


recordkeeping of inventories, plant asset control, and payroll. Prerequisite: 
BUS 120 or equivalent 


BUS 122: ACCOUNTING III a 


The student will apply various methods of partnership and corporation 
accounting with emphasis placed on recording, summarizing, and interpre- 
tating data for management control. Prerequisite: BUS 121 


BUS 211: OFFICE MACHINES II 3 


A continuation of the study on the operations of business equipment. The 
student will complete various business functions on the accounting/book- 
keeping machine, duplicating and copying processes and equipment, dictat- 
ing and transcribing machines, and practical application of business machines 
through the use of a practice set. Prerequisite: BUS 110 


BUS 229: TAXES 4 


Upon completion of the course, the student should be able to complete 
payroll tax forms, quarterly tax returns, federal and state individual tax 
returns and demonstrate ability to apply tax laws that relate to each. 


BUS 232: SALES DEVELOPMENT 4 


The student, upon completion of this course, will be able to identify the 
Principles of selling and to apply these principles in the development of 
selling techniques. A sales presentation will be given by each student to de- 
monstrate his ability to apply these principles. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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BUS 233: PERSONNEL MANAGEMENT 3 


The student should develop an understanding of the concepts of behavioral 
science by a study of both theory and application. The student should be 
able to apply the basic personnel processes of selection, training, motivating, 
labor relations, and wage and salary policies to the management of human 
resources within an organization. 


BUS 235: BUSINESS MANAGEMENT 3 


The student should gain an understanding of the basic management prin- 
ciples of planning, organizing, directing, staffing and controlling by demon- 
strating their application in the solving of management problems. Pre- 
requisite: BUS 101 or approval by Department Head 


BUS 239: MARKETING 4 


The student, upon completion of this course, will be able to identify the 
general aspects of the marketing environment, identify aspects of buyer 
behavior, the marketing functions, channels of distribution, marketing re- 
search, pricing strategies, and various types of middlemen. 


BUS 243: ADVERTISING 4 


The student should develop an insight into the basic principles of advertising 
by a study of print and broadcast media and their application in local and 
national advertising. 


BUS 245: RETAILING 3 


The student should acquire a knowledge of the retail function by a study of 
store organization, personnel, buying, management, merchandising, pricing, 
sales promotion, accounting control, and credit and collections. 


BUS 247: BUSINESS INSURANCE 3 


The student should be able to demonstrate an understanding of risk and 
insurance by a study of the areas of fire, life, ocean marine, casualty, health, 
group and social insurance. 


BUS 271: OFFICE MANAGEMENT 3 


The student will study and demonstrate his understanding of organizing and 
planning administrative office services, controlling office administrative 
Operations, and leadership and human relations in office administration. 


BUS 272: PRINCIPLES OF SUPERVISION 3 


The student should develop an understanding of the basic duties and 
responsibilities of a supervisor by an intensive study of the factors of 
motivating, communicating, and working with people within the organiza- 
tional structure. Prerequisite: BUS 235 or approval by Department Head 


BUS 288: ORGANIZING A SMALL BUSINESS 4 


The student is given the opportunity to study the aspects involved in form- 
ing a small business, including locating, organizing, financing, and operating 
the business. A project will be completed designed to give the student an 
Opportunity to demonstrate his understanding of the aspects studied. 
Prerequisite: Approval by student's advisor 


ECO 102: ECONOMICS | 3 


The student should gain an understanding of the American economic system 
by a study of the factors of price, competition, and government influence. 
The student should be able to describe and explain the Federal Reserve 
System, the Gross National Product, income distribution, and the circular 


flow of business activity. 


ECO 104: ECONOMICS Il 3 


The student should develop a greater depth in understanding basic economic 
principles by studying and analyzing factors of business cycles, income- 
expenditure analysis, international trade, U.S. foreign aid policies, and 
current world economic problems. Prerequisite: ECO 102 or approval by 
Department Head 


Business Administration 
(Evening) 


ts 


7 





The Business Administration curriculum is de- 
signed to prepare the student for employment in one 


of many occupations common to business. The 
objectives of the program are to develop competencies 
which apply to the principles of organization and man- 
agement in business operations. 

The evening program requires eight quarters for 
completion with classes generally from 5:30 p.m. 
until 10:30 p.m., Monday through Thursday evenings. 

The graduate of the Business Administration 
curriculum may enter a variety of careers from begin- 
ning sales person or office clerk to manager trainee. 
The duties and responsibilities of this graduate may 
include making up and filing reports, tabulating and 
posting data in various books, sending out bills, check- 
ing calculations, adjusting complaints, operating office 
machines, and assisting managers in supervising. 
Positions are available in businesses such as advertising, 
banking, credit, finance, retailing, wholesaling, hotel, 
tourist and travel, industry, insurance, transportation 
and communications. 

An Associate in Applied Science degree is 
awarded upon successful completion of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 


education. 

2. Must submit transcripts of high school and post-high school 
education. 

3. Must satisfactorily complete placement test battery. 


1. Must have a personal interview with school representatives. 
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FIRST QUARTER (Winter) LEC. LAB. CR. HRS. 
ENG 101 Communications | 5 0 5 
BUS 102 Typewriting | 2 3 3 
BUS 101 Introduction to Business 5 O 5 
ECO 102 Economics | 3 wan} at 
15 3 16 
SECOND QUARTER (Spring) 
MAT 110 Business Math 3 Z 4 
ENG 102 Communications || 5 0 5 
ECO 104 Economics II 3 O 3 
BUS 235 Business Management ester O- 13% 
14 2 15 
THIRD QUARTER (Summer) 
BUS 243 Advertising 3S 2 4 
BUS 239 Marketing 3 eZ 4 
ENG 103 Report Writing *S Tea) 248 
9 6 12 
FOURTH QUARTER (Fall) 
BUS 120 Accounting | 3 Zz 4 
BUS 115 Business Law 3 0 3 
ENG 204 Oral Communications 3 (0) se) 
BUS 110 Office Machines | n2 on ao 
11 5 lis, 
FIFTH QUARTER (Winter) 
BUS 121 Accounting || 3 2 4 
BUS 232 Sales Development 3 2 4 
BUS 211 Office Machines || 2 3 *a! 
BUS 116 Business Law I] ee a LO pe fF 
11 7 14 
SIXTH QUARTER (Spring) 
BUS 233 Personnel Management 3 0 3: 
BUS 122 Accounting II! 3 2 4 
BUS 271 Office Management 3 0 3 
PSY 206 Applied Psychology tS Wei oe 
12 2 13 
SEVENTH QUARTER (Summer) 
BUS 272 Supervision 3 0 3 
BUS 229 Taxes 3 2 4 
BUS 245 Retailing 2 O 3 
Elective -——--—-—--——- aes Powell 3 
12 2 13 
EIGHTH QUARTER (Fall) 
BUS 288 Organizing a Small Business ca Zi 4 
BUS 247 Business Insurance 3 0 3 
ENG 205 Business Communications | 3 2 4 
Elective nnn sor. va) 
v2 4 14 
Total Hours 11 


*Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


BUS 101: INTRODUCTION TO BUSINESS 5 


The student will acquire a useable business vocabWlary in order to under- 
stand the various economic and marketing systems and will demonstrate his 
ability in decision-making. 


BUS 102: TYPEWRITING | 3 


The student should strive for keyboard mastery using correct techniques 
and form and should develop control of centering, tabulation, and other 
manipulative operations of the typewriter. Problem solving of such com- 
monly used personal and business papers as letters, memorandums, outlines 
and tables will be available for study. The student should develop a mini- 
mum speed of 30 gross words per minute with no more than two errors per 
minute. 


BUS 110: OFFICE MACHINES | 3 


Upon completion of this course, the student should be able to perform a 
variety of functions on the ten-key adding machines, printing calculators, 
electronic printing calculators, electronic display calculators, and full-key 
adding machines. 


BUS 115: BUSINESS LAW | 3 


The student, upon completion of this course, will be able to identify legal 
terms and apply them to business situations; identify the basic principles 
of law that apply to business transactions; and identify legal difficulties and 
determine how to avoid them. 


BUS 116: BUSINESS LAW II 3 


The student should be able to define and explain the legal aspects in the 
areas of agency, commercial paper, negotiable instruments, personal and 
real property, bailments, and environmental laws as they apply to individuals 
and business. Prerequisite: BUS 115 or approval by Department Head 


BUS 120: ACCOUNTING | 4 


Upon completion of the course, the student should be able to complete the 
basic features of the double-entry bookkeeping system; including rules for 
debits/credits, special journals, worksheet, financial statements, and sup- 
porting schedules. Prerequisite: MAT 110 or approval of Department Head 


BUS 121: ACCOUNTING II 4 


The student will apply theory from Accounting | in various methods for 


recordkeeping of inventories, plant asset control, and payroll. Prerequisite: 
BUS 120 or equivalent 


BUS 122: ACCOUNTING III 4 


The student will apply various methods of partnership and corporation 
accounting with emphasis placed on recording, summarizing, and interpre- 
tating data for management control. Prerequisite: BUS 121 


BUS 211: OFFICE MACHINES II 3 


A continuation of the study on the operations of business equipment. The 
student will complete various business functions on the accounting/book- 
keeping machine, duplicating and copying processes and equipment, dictat- 
ing and transcribing machines, and practical application of business machines 
through the use of a practice set. Prerequisite: BUS 110 


BUS 229: TAXES 4 


Upon completion of the course, the student should be able to complete 
payroll tax forms, quarterly tax returns, federal and state individual tax 
returns and demonstrate ability to apply tax laws that relate to each. 


BUS 232: SALES DEVELOPMENT 4 


The student, upon completion of this course, will be able to identify the 
Principles of selling and to apply these principles in the development of 
selling techniques. A sales presentation will be given by each student to de- 
monstrate his ability to apply these principles. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 


BUS 233: PERSONNEL MANAGEMENT 3 


The student should develop an understanding of the concepts of behavioral 
science by a study of both theory and application. The student should be 
able to apply the basic personnel processes of selection, training, motivating, 
labor relations, and wage and salary policies to the management of human 
resources within an organization. 


BUS 235: BUSINESS MANAGEMENT 3 


The student should gain an understanding of the basic management prin- 
ciples of planning, organizing, directing, staffing and controlling by demon- 
strating their application in the solving of management problems. Pre- 
requisite: BUS 101 or approval by Department Head 


BUS 239: MARKETING 4 


The student, upon completion of this course, will be able to identify the 
general aspects of the marketing environment, identify aspects of buyer 
behavior, the marketing functions, channels of distribution, marketing re- 
search, pricing strategies, and various types of middlemen. 


BUS 243: ADVERTISING 4 


The student should develop an insight into the basic principles of advertising 
by a study of print and broadcast media and their application in local and 
national advertising. 


BUS 245: RETAILING 3 


The student should acquire a knowledge of the retail function by a study of 
store organization, personnel, buying, management, merchandising, pricing, 
sales promotion, accounting control, and credit and collections. 


BUS 247: BUSINESS INSURANCE 3 


The student should be able to demonstrate an understanding of risk and 
insurance by astudy of the areas of fire, life, ocean marine, casualty, health, 
group and social insurance. 


BUS 271: OFFICE MANAGEMENT 3 


The student will study and demonstrate his understanding of organizing and 
planning administrative office services, controlling office administrative 
Operations, and leadership and human relations in office administration. 


BUS 272: PRINCIPLES OF SUPERVISION 3 


The student should develop an understanding of the basic duties and 
responsibilities of a supervisor by an intensive study of the factors of 
motivating, communicating, and working with people within the organiza- 
tional structure. Prerequisite: BUS 235 or approval by Department Head 


BUS 288: ORGANIZING A SMALL BUSINESS 4 


The student is given the opportunity to study the aspects involved in form- 
ing a small business, including locating, organizing, financing, and operating 
the business. A project will be completed designed to give the student an 
opportunity to demonstrate his understanding of the aspects studied. 
Prerequisite: Approval by student’s advisor 


ECO 102: ECONOMICS | 3 


The student should gain an understanding of the American economic system 
by a study of the factors of price, competition, and government influence. 
The student should be able to describe and explain the Federal Reserve 
System, the Gross National Product, income distribution, and the circular 


flow of business activity. 


ECO 104: ECONOMICS II 3 


The student should develop a greater depth in understanding basic economic 
principles by studying and analyzing factors of business cycles, income- 
expenditure analysis, international trade, U.S. foreign aid policies, and 
current world economic problems. Prerequisite: ECO 102 or approval by 


Department Head 
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The Fish and Wiidlife Management curriculum is 
designed to prepare students for entry into the increas- 
ingly important field of developing, conserving, and 


managing fish and wildlife resources. Our early 
ancestors exploited fish and wildlife to the extent that 
many species became extinct or nearly so. Today, the 
extensive use of fish and wildlife resources for recrea- 
tional purposes has created the need for technicians to 
assist the professionally prepared managers of these 
resources. He must possess an understanding of the 
principles and develop competencies in the practices 
involved in the production, utilization, and conserva- 
tion of our fish and wildlife resources--with emphasis 
upon practical applications Commensurate with ac- 
cepted forest management practices. In addition, he 
must be able to communicate and deal effectively with 
sportsmen and others. 


Graduates of this curriculum would be qualified 
as fish and wildlife management technicians with such 
agencies as the U.S. Fish and Wildlife Service and the 
N.C. Wildlife Resources Commission as wel! as various 
private enterprises. They will have abilities in survey 
and census techniques, habitat improvement, and in 
assisting the professional wildlife manager in the dis- 
charge of his duties as they relate to the proper 
management and regulation of fish and wildlife 
resources. 


An Associate in Applied Science degree is 
awarded upon successful completion of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education. 


. Must submit transcripts of high school and post-high school 
education. 


Z 
3. Must satisfactorily complete placement test battery. 
4. Must have a personal interview with school representatives. 
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FIRST QUARTER LEC. LAB. CR. HRS. 
FOR 101 General Forestry 3 0 3 
FOR 107 Tree Identification 1 6 3 
DFT 101 Technical Drafting 0 6 2 
WPP 101 Introduction to Utilization 3 0 3 
FOR TT! Introduction to Life Sciences | a. meee 43 


> 
oO 
_— 
Oo} 
~~ 
1o)) 


SECOND QUARTER 


ENG 101 Communications | 5) 0 5 
WLFE 101 Wildlife Science 3 3 4 
BUS 102 Typewriting | 2 3 3 
DERI20 Topographic Drawing 2 3 3 
FOR 112 — Introduction to Life Sciences II iS ease 4 
15 12 19 
THIRD QUARTER 
FOR 103 First Aid and Safety 2 1 23 
ENG 102 Communications || 5 0 5 
MAT 101 Technical Mathematics | 5 0 5 
WLF 204 Field Crops 2 3 3 
WLF 106 Introduction to Ornithology 3 a 4 
FOR 113 Introduction to Life Sciences II| BES ee 5 4 
20 10 247 
FOURTH QUARTER 
FOR 105 Soils and Climate 2 3 3 
WLF 210 Aquatic Wildlife Ecology 3 3 4 
WLF 104 Introduction to Mammalogy 8 3 4 
ENG 103 Report Writing 3 2 4 
MAT 102 Technical Mathematics I] 5 0 5 
woannn===-=--- *Elective alam 
16 11 20 
FIFTH QUARTER 
ROR Zi Applied Silviculture 2 3 & 
ENG 204 Oral Communications S (6) 3 
FOR 106 Mensuration for Wildlife Students 3 6 5 
WLF 203 Wildlife Diseases 2 3 3 
WLF 201 Biopolitics 3 O 3 
wannnnnnnn ne *Elective — -.. ~ 
13 12. la 
SIXTH QUARTER 
BUS 115 Business Law | S 0 3 
WLF 202 Survey , Census and 
Inventory Techniques 1 6 s 
WLF 206 Wildlife Aerial Photography 
Interpretation 2 3 3 
WLF 107 Wildlife Surveying 2 6 4 
wacanannean= *Elective AM ap Pe. 
Stil}: ie 
SEVENTH QUARTER 
WLF 205 Terrestrial Wildlife Ecology 2 3 2 
WLF 208 Wildlife Habitat Manipulation 2 12 a 
BS e206 Applied Psychology 3 0 3 
WLF 207 Basic Fishery Science 2 3 3 
ona annno- *Elective ps Sue rn ~e 
9 18 1 
Total Hours 122 
122 plus 9 Electives 131 


*Requirements for the Associate Degree in Applied Science in Fish and 
Wildlife Management Technology include nine quarter hours of electives. 
Six of these electives must be taken within the department with the re- 
maining three hours taken in any other program at HT. 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student's advisor. 


WLF 101: WILDLIFE SCIENCE 1 4 
An introduction to the major principles of wildlife management. 
Includes the study of selected birds, game animals, and fish; factors 
influencing wildlife populations and laws governing wildlife. 


WLF: 104: INTRODUCTION TO MAMMALOGY 4 
A study of the morphology, physiology, classification, and identification 
of mammals. Prerequisite: FOR 112 


WLF 106: INTRODUCTION TO ORNITHOLOGY 4 
The biology, classification, identification, distribution, natural history 
and management principles of game birds in North America. 


WLF 107: WILDLIFE SURVEYING 4 
Theory and practice of plane surveying to include running of land lines, 
roads and trails, differential leveling, and simple building layout. Covers 
the use of all instruments necessary to carry out this work. Prerequisite: 
MAT 102 


WLF 201: BIOPOLITICS * 
Introduces the student to the problems of fitting the use and harvesting 
of wildlife into the framework of our society. Laws involved in wildlife 
management will be discussed. 


WLF 308: WILDLIFE HABITAT MANIPULATION 5 
A study and application of those management practices which are bene- 
ficial to wildlife. Methods will 
production, development of water sources, providing cover requirements, 


be discussed for increasing food 
and wetland improvement. The course also requires a one-week field 
trip to wildlife management areas in the southeast. (Limited to students 
WLF 104 and WLF 106 


in Wildlife curriculum). Prerequisites: 


WLF 203: WILDLIFE DISEASES a 
Concerns the various insects, parasites, and diseases affecting wildlife. 
Investigative procedures concerning wildlife diseases and necropsy of 
birds and mammals. Prerequisite: FOR 112 


WLF 204: FIELD CROPS 3 


Designed to familiarize the student with the various field crops grown 
on wildfife feed plots, their selection, care, and development, as well as 
selection, care and use of the necessary farm and heavy equipment for 
use in this connection. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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WLF 205: TERRESTRIAL WILDLIFE ECOLOGY 3 


Acquaints students with the environmental and behavioral influences 
acting on wildlife species at the individual and population levels. 
Concepts of ecosystem management are meshed with numerous field 
trips and guest lecturers to inform students of present day management 
practices. Prerequisites: FOR 112, FOR 113 


WLF 206: WILDLIFE AERIAL PHOTOGRAPHY 


INTERPRETATION 3 


An introduction to the basic principles of aerial photography and 
interpretation procedures which aid biologists in managing wildlife 
populations. Students learn to use the various equipment necessary to 
locate, identify and measure objects on aerial photographs and interpret 
their meaning in addition to cover typing and map preparation. 


Prerequisite: MAT 102 


WLF 207: BASIC FISHERY SCIENCE 3 
Students learn the principles and methods of fish population estimation; 
sampling techniques and equipment; warm and cold water environment 
on commercial and sport fisheries. Taxonomy, life histories and identifi- 


cation of fresh water fishes is also emphasized. Prerequisite: FOR 112 


WLF 202: SURVEY, CENSUS, AND INVENTORY 


TECHNIQUES 3 


Explores the problems involved and the techniques used in the survey, 
census, and inventory of wildlife resources in the field. Prerequisite: 
MAT 101 


WLF 210: AQUATIC WILDLIFE ECOLOGY 4 
Students become acquainted with the taxonomy and biology of aquatic 
insects with emphasis on immature forms, and identification to the 
family level. Other aquatic invertebrates and aquatic plants of importance 
to fish and wildlife management are studied with primary emphasis on 


identification and life histories. Prerequisite: FOR 112 





Forest Management 





The Forest Management curriculum is designed 


to help students acquire technical knowledge, under- 
standings, and abilities essential in developing and con- 
serving forests and water resources. Its objectives are to 
develop student understanding and ability in the 
principles and practices involved in the production, 
utilization and conservation of forests. Emphasis is on 
practical application and on effective ways of com- 


municating and dealing with individual human 


behavior in working with the public. 


Graduates should be qualified for entry into 
positions as forest technicians with federal and state 


forestry agencies and private forest industries. The 
graduate will have abilities in timber cruising, marking 
trees, forest surveying, log and tree scaling, procuring 
forest products, supervising forest cutting operations, 
locating and maintaining forest roads, forest pro- 
tection, operating forestry equipment, preparing 
records, and performing various related technical 
activities. 


An Associate in Applied Science degree is 


awarded upon successful completion of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. Must be a high school graduate or have a state approved equivalent 
education. 

2. Must submit transcripts of high school and post-high school 
education. 

3. Must satisfactorily complete placement test battery. 

4. Must have a personal interview with school representatives. 
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FIRST QUARTER 


LEC. LAB. CR. HRS. 
MAT 101 Technical Mathematics | 5 ie) 5 
FOR 101 General Forestry 3 0 3 
FOR 107 Tree Identification 1 6 3 
DFT 101 Technical Drafting 0 6 pe 
WPP 101 Introduction to Utilization SER SC) sa 
12 12 16 
SECOND QUARTER 
MAT 102 Technical Mathematics 1] 5 ie) 5 
ENG 101 Communications } 5 ie) 5 
DFT 120 Topographic Drawing 2. 3 3 
WLF 101 Wildlife Science 3 3 4 
FOR 108 Tree Identification _O ue} hilt 
15 9 18 
THIRD QUARTER 
FOR 104 Forest Measurements 3} 6 5 
ENG 102 Communications 1] 5 ie) 5 
FOR 102 Botany and Ecology 6) 6) 4 
FOR 103 Safety and First Aid Po 1 3 
PSY 206 Applied Psychology 3 ie) < 
BUS 102 Typewriting | Le lee sd, ty 
18 13 23 
FOURTH QUARTER 
FOR 105 Soils and Climate 2 <! 3 
FOR 206 Forest Mensuration 2 9 5 
FOR 110 Surveying 2 6 4 
FOR 215 Forest Insects and Disease 2 3 3 
ENG 103 Report Writing _s ws was 
11 23 19 
FIFTH QUARTER 
FOR 221 Applied Silviculture 2 3 3 
ENG 204 Oral Communications 3 ié) 3 
FOR 208 Forest Surveying 2 3 ce 
FOR 217 Forest Fire Control 2 3 3 
FOR 216 Forest Equipment x 4) 4 
ECO 102 Economics | 3 0 3 
——--—- *Elective rae a 
15 12 19 
SIXTH QUARTER 
BUS 115 Business Law | 3 ie) 3 
FOR 219 Forest Recreation 3 i@) 3 
FOR 212 Forest Aerial Photography 
Interpretation 2 3 3 
FOR 250 Forest Problems 2 3 3 
een * Elective ern ag 
10 6 12 
SEVENTH QUARTER 
FOR 251 Artificial Reforestation 2 12 5 
FOR 220 Marketing Ps 3 3 
BUS 110 Office Machines | 2 ‘Ss 
-------—-—--- *Elective 
6 18 44 
Total Hours: 118 
118 plus 9 Electives: 127 


*Requirements for the Associate Degree in Forest Management Tech- 
nology include nine quarter hours of electives. Six of these electives 
must be taken within the department with the remaining three hours 
taken in any other program at Haywood Technical Institute. 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


FOR 101: GENERAL FORESTRY 1 3 
An introduction to forests and forestry. The relationships of the forest 
and its use to the welfare of mankind is stressed. The student is given 


insight into the several branches of forestry through lecture, demon- 
strations and visual aids. 


FOR 102: BOTANY AND ECOLOGY 4 
An introduction to the classification, form and function of plants and 
how they interact with their environment. 


FOR 103 SAFETY AND FIRST AID 3 


The American Red Cross Standard First Aid course, hunter, camping, 
water safety, all aimed at accident prevention. 


FOR 104: FOREST MEASUREMENTS 5 
The course is designed to familiarize the students with various terms 
and measurements used in forestry; theories and instruments of measure- 
ment are studied and subsequently applied through supportive field 
work. Prerequisite: MAT 102 

FOR 105: SOILS AND CLIMATE 3 
An introduction to the properties of soils and their influences in regard 
to plant growth. Emphasis is placed on forest management implications 
and the relationships of basic soil fertility to wildlife management. The 
influence of climate as it affects soil formation and fertility is also 
covered. 


MENSURATION FOR WILDLIFE 
STUDENTS 5 


FOR 106: 


The course is designed to give the student an introduction to various 
measurements and terms used in forestry. Theories and forest measuring 


instruments are studied as well as cruising techniques. Prerequisites: 


MAT 102 


FOR 107: TREE IDENTIFICATION 3 
Classification of trees and field identification of selected species of trees. 
tnstruction includes uses and silvical characteristics. 


FOR 108: TREE IDENTIFICATION 1 
A study of the classification of trees with special emphasis on the 
identification of selected trees by the use of twig, fruit, and other non- 
foliage characteristics. Prerequisite: FOR 107 


FOR 251: ARTIFICIAL REFORESTATION 5 
Explores the subject to include the problems involved in collecting, 
extracting and storing of seeds; all phases of nursery operations; and the 
steps involved in artificial reforestation, either by planting or by direct 
seeding. The course also requires a one-week field trip to forest 
practices in the Southeast. (Limited to students in Forest Management 
curriculum.) Prerequisite: FOR 221 


FOR 110: SURVEYING 4 


Theory and practice of plane surveying including taping, differential 
and profile leveling, cross sections, earthwork computations, transit, 
stadia, and transit tape surveys. Prerequisities: MAT 102, DFT 120 
FOR 111: INTRODUCTION TO LIFE SCIENCES | 4 
An investigation into the intricate relationships existing between 
organisms and their environment with special emphasis placed on 
human ecology. 
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FOR 112: INTRODUCTION TO LIFESCIENCESII 4 


An empirical survey of the branch of life sciences that deals primarily 
with the animal organism. Prerequisite: FOR 111 

FOR 113: INTRODUCTION TO LIFE SCIENCES Ill 4 
An investigation into the internal and external structure of organisms 
with primary emphasis directed toward botany. The course offers an 


introduction to plant classification and to the functioning of the various 
plant organs. Prerequisites: FOR 111, 112 


FOR 206: FOREST MENSURATION 5 


The student studies various cruising methods applying theories learned 
in FOR 104. Prerequisites: FOR 104 


FOR 208: FOREST SURVEYING 3 


Relocation of old corners and lines and the legal aspects of land surveys. 
Forest road layout. Prerequisite: FOR 110 


FOR 212: FOREST AERIAL PHOTOGRAPHY 
INTERPRETATION 3 


This course is designed to give the student an introduction to the use of 
aerial photographs in forestry; mapping, inventory, administration, 
protection. Prerequisite: MAT 102 


FOR 215: FOREST INSECTS AND DISEASE 3 


The study of the primary forest insects and diseases and control 
methods. Includes field identification of certain insects and diseases. 
Prerequisite: FOR 102 


FOR 216: FOREST EQUIPMENT 4 


The selection, maintenance, and use of equipment for forest land 
management including logging, fire fighting, and land preparation 
equipment; and vehicles. Planning, cost control, production, labor, ahdn 
tools, techniques, transportation, and storage of logs are discussed. 


FOR 217: FOREST FIRE CONTROL 3 


The use, prevention, pre-suppression and suppression of fire, 


FOR 219: FOREST RECREATION 3 


Principles and problems involved in the utilization of our natural 
resources for recreational purposes. 


FOR 220: MARKETING 3 


Course deals with factors involved in the proper marketing of logs, 
trees, stands and species. 


FOR 221: APPLIED SILVICULTURE 3 


The course is designed to give the student an understanding of the 
applications of various techniques used to control forest establishment, 
composition and growth. Prerequisite: FOR 102 


FOR 250: FOREST PROBLEMS 3 


An indepth study and research on a Forest Management area. 
Prerequisites: FOR 206, FOR 208, FOR 221 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 





The Forest Products Technology curriculum is 
designed to prepare students for entry into the ex- 
tremely important industry of lumber production or 
primary wood processing. The manufacture and 
distribution of lumber involves the consideration of 
such items as building materials, veneer, ties, posts, 
poles, chips, and other products of a primary wood 
conversion nature. This field has many aspects includ- 
ing such activities as tree marking and harvesting; log 
transporting to a collection point for grading, sorting, 
and designation for the production of lumber; trans- 
porting to the sawmill for steps of log breakdown, 
resawing, edging, trimming, rough grading, and stack- 
ing; air seasoning and kiln drying; and merchandising 
at the wholesale and retail levels. 

Graduates of this curriculum should find numer- 
Ous job opportunities with sawmill industries at the 
technical or mid-management levels from supervising 
the tree harvesting process to the various sawmill 
operations on to the merchandising of the primary 
wood products. 


The student will be awarded an Associate in 
Applied Science degree at the end of the successful 
completion of the seven-quarter curriculum. 


SPECIFIC ENTRANCE REQUIREMENTS: 
1. Must be a high school graduate or have a state approved equivalent 
education. 


2. Must submit transcripts of high school and post-high school 

education. 
3. 
4 


Must satisfactorily complete placement test battery. 
. Must have a personal interview with school representatives. 
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FIRST QUARTER LEC. LAB. CR. HRS. 





WPP 100 _ Orientation to Forest Products 1 0) 1 
MAT 101 Technical Mathematics 5 ce) 5 
DFT 101 Technical Drafting 0 6 2 
FOR 107 Tree Identification 1 6 3 
WPP 101 Introduction to Utilization 3 0 ) 
FOR 101 General Forestry mS Os _3 
ie ake 17 
SECOND QUARTER 
ENG 101 Communications | 5 ie) 5 
MAT 102 Technical Mathematics 5 a 5 
ECORG2 Economics 3 0 ! 
BUS 115 Business Law ) 0 S 
eate ssiecmsesrn Elective aS _O 3 
19 ie) 19 
THIRD QUARTER 
FOR 104 Forest Measurements 3 6 5 
ENG 102 Communications 11 5 0 5 
FOR 110 Surveying 2 6 4 
REC 108 First Aid and Safety 2 ‘| 3 
anne Elective Spee SS 
15 ifs! 20 
FOURTH QUARTER 
WPP 1303 Introduction to Millwrighting 1 3 73 
WPP 212 Sawmill Operation 2 11 6 
WPP 204 Logging me; 16 fey: 
5 30 15 
FIFTH QUARTER 
FOR 206 Forest Mensuration P. 9 5 
ENG 103 Report Writing 3 2 4 
FOR 208 Forest Surveying 2 e 3 
WPP 102 Basic Wood Structure and |d. 2 <: 3 
nose enna n= Elective SS ZO} _3 
12 17 18 
SIXTH QUARTER 
BUS 120 Accounting | 3 2 4 
WPP 121 Hardwood Log & Lumber Grdg. 2 S} 3 
ENG 204 Oral Communications 3 0 a 
WPP 209 Lumber Drying %) 3 4 
aoan anne a=-=- Elective pet. tel Oe pty 
14 8 17 
SEVENTH QUARTER 
FOR 220 Marketing 2 = = 
WPP 210 Analysis of Sawmill Operation | ts 7 
PSY 206 Applied Psychology 3 ie) 3 
ee 2 oo | Elective Swin7 0% “3 
LI! 15 16 
Total Hours: 122 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


WPP 100: ORIENTATION TO 1 


FOREST PRODUCTS 


A course designed to acquaint the student with the relationship of the 
Forest Products curriculum to the Forest Management curriculum, as 
well as job possibilities, evaluations, and an overall look at the Wood 
Products department. 


WPP 101: INTRODUCTION TO UTILIZATION 3 
A survey of the field of wood utilization. Explores possibilities and 


makes comparison of various utilization techniques and requirements. 


WPP 102: BASIC WOOD STRUCTURE AND 


WOOD IDENTIFICATION 3 


The course deals with the three dimensional structure of wood in terms 
of growth and cellular makeup. Also the identification of wood from 


gross characteristics is studied in the laboratory. 


WPP 121 HARDWOOD LOG AND LUMBER 


GRADING 3 


Acquaints the student with the theories and practices involved in 


grading hardwood logs as well as the grading of hardwood lumber. 


WPP 204: LOGGING 7 


Practical course involving the application of the fundamentals, principles, 


techniques, and equipment of modern logging. 


WPP 209: LUMBER DRYING 4 


Explores requirements for seasoning, methods employed in seasoning, 


and effect upon and reaction by the various species. 


WPP 210: ANALYSIS OF SAWMILL OPERATION 7 


Investigates commercial sawmill operations to include study of flow of 
materials, time studies, and analysis of findings. Includes a one-week 
field laboratory where students visit logging and sawmilling operations. 
(Limited to sophomore Forest Products students.) 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 





WPP 212: SAWMILL OPERATION 6 


Affords opportunity for Forest Products Technology students to be 
able to run and operate: (1) Debarker; (2) Edger; (3) Trimmer; 


(4) Chipper; (5) Forklift; (6) Circle Headrig - and know why each is 


important to a sawmill operation. 


WPP 1303: INTRODUCTION TO MILLWRIGHTING 2 


A course covering the site selection and setting up of a sawmill as well as 


the complete maintenance and care of a sawmill. 





Industrial Management 


The demand for trained management personnel 
has increased at a rapid rate in recent years. The 
growth of industry in the southeast and the develop- 
ment of new manufacturing methods and concepts In 
supervision and management have led to the need for 
better trained individuals who can demonstrate effec- 
tive leadership in coordinating the activities of workers. 


The objectives of the program are to provide 
training for those desiring to start a career in super- 
vision and to provide training for those presently in 
supervision desiring advancement. 


This program is designed to broaden the indi- 
vidual’s understanding of the various functions in an 
industrial organization, to stress the fundamentals of 
coordination and leadership by providing instruction 
in modern concepts and methods. This training 
should provide one with the opportunity to enter into 
an industrial occupation and, with experience, assume 
the responsibilities that go with supervisory and mid- 
management positions in industry. 


The Supervisor or Foreman coordinates the 
activities of workers in one or more occupations. His 
duties may include interpreting company policy to 
workers, planning production schedules, estimating 
man-hour requirements for job completion, establish- 
ing or adjusting work procedures, resolving work 
problems and motivating workers to achieve work 
goals. 


An Associate in Applied Science degree is 
awarded upon successful completion of the program. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 


SPECIFIC ENTRANCE REQUIREMENTS: 
1. Must be a high school graduate or have a state approved equivalent 
education. 


. Must submit transcripts of high school and post-high school 
education. 


2 
3. Must satisfactorily complete placement test battery. 
4. Must have a personal interview with school representatives. 
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NOTE: This curriculum is an Evening program only at the present time. 


FIRST QUARTER LEC. LAB. CR. HRS. 





ENG 101 Communications | 5 0 5 
BUS 235 Business Management 3 0 3 
MAT 101 Technical Math | CO eu ‘oe 
13 0 13 
SECOND QUARTER 
ENG 102 Communications 11 3 0 5 
iSC 120 Principles of Industrial Management 5 0 5 
ISC 102 Industrial Safety 33% 20) 3a 
3 ce) 13 
THIRD QUARTER 
ENG 103 Report Writing 3 2 4 
ISC 206 Industrial Psychology 3 0 3 
MAT 114 Basic Descriptive Statistics 3 2 4 
BUS 115 Business Law | pre, el a3m 
a2 4 14 
FOURTH QUARTER 
BUS 239 Marketing 3 2 4 
ISC 209 Plant Layout 2) 2 4 
BUS 123 Business Finance 3 0 3 
ENG 204 = Oral Communications oS G10) a 
ihe 4 14 
FIFTH QUARTER 
ISC 210 Job Analysis and Evaluation 3 2 4 
ISC 202 Quality Control 5 0 5 
ISC 204 Value Analysis SAC Dy 4 
(2 2 13 
SIXTH QUARTER 
BUS 255 Interpreting Accounting Records 3 0 3 
ISC 207 Foremanship Supervision 3 0 3 
ISC 205 Motion Economy 4 0 4 
ISC 231 Manufacturing Processes 4 BO; 4 
14 0 14 
SEVENTH QUARTER 
ISG 213 Production Planning 5 0 =) 
ISC 232 Labor Relations 5 0 5 
ISC 220 Management Problems Syne: 3. 
13 0 13 
EIGHTH QUARTER 
ISC 214 Industrial Applications 0 12 6 
ISC 244 Purchasing 5 0 5 
BUS 233 Personnel Management A. SG eared 
8 12 14 
Total Hours 108 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student's advisor. 


ISC 102 INDUSTRIAL SAFETY 3 


This course deals with the many elements of an industry-wide 
safety program. It provides an in-depth treatment of job safety 
analysis, plant inspection, plant housekeeping, maintenance 
and handling of materials. Special emphasis will be given to 
compliance with OSHA requirements and to paperwork 
procedures and processes. 


ISC 120 PRINCIPLES OF INDUSTRIAL MANAGEMENT 5 


A study of the organizational and functional aspects of line 
and staff departments in a manufacturing organization with 
emphasis on relationships, delegation of authority and assigned 
responsibilities. Specific emphasis is placed on the contributions 
of each department toward overall objectives through functional 
authority, methods of control, problem solving and the 
establishment of management goals and controls. 
Prerequisite: BUS 235 


ISC 202 QUALITY CONTROL 5 


This course provides an overview of the quality control function 
and its scope within an industrial enterprise. Topics will include: 
quality of design and quality of conformance. Emphasis will 
be placed on organizational relationships and methodsemployed 
for measuring, recording, analyzing and controlling variables 
to assure conformance with design criteria. 

Prerequisite: MAT 114 


ISC 204 VALUE ANALYSIS 4 


In this course, the ““common sense” approach to cost reduction 
is utilized. It provides the student with an opportunity to 
review, in depth, the concept and techniques of value engineer- 


ing. Emphasis is placed upon identifying and removing 
unnecessary production costs. 

ISC 205 MOTION ECONOMY 4 
This course provides a systematic, practical, and logical 


treatment of motion and time study as utilized in today’s 
business and industrial enterprise. It covers direct and indirect 
work, office activities, and looks at the broad range of work 
measurement techniques. 


SC 206 =INDUSTRIAL PSYCHOLOGY 3 


A study of the principles of psychology that will be of assistance 
in the understanding of interpersonal relations on the job. 
Motivation, feelings and emotions are considered with particular 
reference to on-the-job problems. 


SC 207 FOREMANSHIP - SUPERVISION 3 


Introduces the basic responsibilities and duties of the super- 
visor and his relationship to superiors, subordinates, and 
associates. Emphasis is on securing an effective work force and 
the role of the supervisor. Methods of supervision are stressed. 
Prerequisite: ISC 120 


ISC 244 PURCHASING 5 


This is a study of procurement objectives, including the 
relationship of purchasing to other departments. Purchasing 
procedures and determination of sources of supply will be 
discussed. The objective is to inform the student in methods 
for acquiring products at the lowest cost consistent with 
optimum quality and prompt delivery. 


BUS 115 BUSINESS LAW | 3 


The student, upon completion of this course, will be able to 
identify legal terms and apply them to business situations; 
identify the basic principles of law that apply to business 
transactions; and identify legal difficulties and determine how 
to avoid them. 


BUS 123. BUSINESS FINANCE 3 


This course is designed to acquaint the student with methods 
by which the three major forms of business enterprises are 
financed. Included is a detailed study of short term and long 
term borrowing. 
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BUS 233 PERSONNEL MANAGEMENT 3 


The student should develop an understanding of the concepts of 
behaviorial science by a study of both theory and application. 
The student should be able to apply the basic personnel 
processes of selection, training, motivating, labor relations, and 
wage and salary policies to the management of human resources 
within an organization. 


BUS 235 BUSINESS MANAGEMENT 3 


The student should gain an understanding of the basic manage- 
ment functions of planning, organizing, staffing, directing and 


controling by demonstrating their application in solving 
management problems. 
BUS 239 MARKETING 4 


The student, upon completion of this course, will be able to 
identify the general aspects of the marketing environment, 
identify aspects of buyer behavior, the marketing functions, 
channels of distribution, marketing research, pricing strategies, 
and various types of middlemen. 


BUS 255 INTERPRETING ACCOUNTING RECORDS 3 


Designed to aid the student in developing a ‘‘use understanding” 
of accounting records, reports, and financial statements. 
Interpretation, analysis, and utilization of accounting state- 
ments. 


ISC 209 PLANT LAYOUT 4 


This is a practical study of factory planning with emphasis on 
the most efficient arrangements of work areas to achieve lower 
manufacturing costs in small and medium-sized plants. Layout 
fundamentals, selection of production equipment and materials 
handling equipment will be included along with effective 
management of men, money and materials in a manufacturing 
operation. Prerequisite: ISC 120; ISC 205 


ISC 210 JOB ANALYSIS AND EVALUATION 4 


The student will develop an understanding of job analysis and 
evaluation as a basic management tool. He will be given the 
opportunity to acquire a knowledge of the various systems of 
job evaluation and the steps of fact finding, data collection, and 
writing of position descriptions. 


ISC 213 PRODUCTION PLANNING 5 


The course provides an introduction to the production and 
inventory control function in an industrial operation. Functions 
reviewed will include forecasting, production planning, schedul- 
ing, dispatching, routing and control. The requirements of 
intermittent and continuous production systems and the 
relation between production planning and control and other 
areas of the firm will be discussed. Prerequisite: ISC 120 


ISC 214 INDUSTRIAL APPLICATIONS 6 


This course is designed to provide internship experience for the 
second year management student under industrial conditions. 
This will allow the student to develop an “on-the-job” 
innovative project related to the area of Health and Safety, 
Employee Morale, Production Planning, Cost Reduction or 
Quality Control. 

ISC 220 MANAGEMENT PROBLEMS 3 
A study of personnel and production problems from the stand- 
point of the executive. Includes selection and development of 
oroducts, control problems and techniques, development of 


standards, employee-employer relations. Case studies are 
utilized. 
ISC 231 MANUFACTURING PROCESSES 4 


This course provides a basic knowledge of industrial materials, 
machines and processes utilized in today’s manufacturing and 
assembly plants. It reviews the development of new materials, 
mechanization and automation and the complex processes of 
manufacturing. 


ISC 232 LABOR RELATIONS } 

This course covers the history of the labor movement in the 
United States, with its structure and legal framework. It 
examines the negotiation, administration and major contents 
of the labor contract itself. Special studies of arbitration cases 
which illustrate the theories in realistic terms will be provided. 


Medical Office Assistant 





role of the Medical 


The Office Assistant is 
becoming more significant and responsible since the 
physician today relies more on this person assisting 
him in the office, clinic or out-patient department. 


The program provides a foundation of knowledge 
from the biological 
and the clinical experience provide opportunities to 
develop human relations skills, to gain an overview of 
the functions performed in the various clinical settings, 
and to develop understanding of the role of the 
medical assistant. 


After completion of the program and one year of 
employment by a physician, the applicant can take the 


national certification examination and, if passed, 
become a Certified Medical Assistant. 


The duties include preparing patients for the 
physician's examination, cleaning and sterilizing sup- 
plies, preparing the examining room, assisting in the 
collection of specimens, performing routine laboratory 
tests, x-ray procedures, and assisting with or carrying 
out treatment prescribed by the physician. If the 
medical assistant is the only assistant in the physician’s 
office, she may receive patients, make appointments, 
complete insurance forms, collect fees, type business 
letters and assist in keeping medical records. 


An Associate in Applied Science degree is 
awarded upon successful completion of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education, 


- Must submit transcripts of high school and post-high school 
education, 


24 
3. Must satisfactorily complete placement test battery. 
4, Must have a personal interview with school representatives. 


and social sciences. The seminar 
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FIRST QUARTER LEC. LAB. CR. HRS. 
*BUS 106 Shorthand | 3 2 4 
BUS 102 Typewriting | Z €' 3 
ENG 101 Communications | 5 6) 5 
MOA 103 Orientation to Medical Assisting 3 0 3 
MAT 110 Business Math eds ee e's oh 
16 7 19 
SECOND QUARTER 
*BUS 107 Shorthand I] 3 2 4 
BUS 103 Typewriting || 2 3 3 
ENG 102 Communications || 5 0 5 
BIO 125 Anatomy & Physiology | 4 2 5 
HEAW2s Medical Terminology & Vocabulary! 3 _0O a) 
(7 ve 20 
THIRD QUARTER 
*BUS 108 Shorthand 111 6} zz 4 
BUS 104 Typewriting III 2 3 3 
BUS 120 Accounting | : 2. 4 
BIO 135 Anatomy & Physiology II 4 2 5 
HEA 133 Medical Terminology & Vocabulary !I1_3 ._0O i) 
15 9 19 
FOURTH QUARTER 
MOA 201 Medical Assistant Administrative 
Procedures S 2 4 
ENG 205 Business Communications | 3 2 4 
BUS 121 Accounting II 3 2 4 
BUS 213 Medical Transcription and 
Office Machines 1 4 3 
MAT 201 Metric System EWES) wyarlBh a 
13 10 18 
FIFTH QUARTER 
BUS 202 Medical Insurance and Records 1 2 2 
MOA 214 Medical Office Assisting | 2 6 5 
MLA 214 Laboratory Orientation | 2 6 5 
MOA 218 Medical Law and Ethics a ae _3 
8 14 15 
SIXTH QUARTER 
BUS 112 Records Management 3 re) 3 
ENG 204 Oral Communications 3 O s 
MOA 225 Medical Office Assisting 11 2 6 5 
MLA 225 Laboratory Orientation II “2 Bey 
10 12 16 
SEVENTH QUARTER 
PSY 206 Applied Psychology 3 0 3 
MOA 238 Medical Office Assisting III 
Practicum O 24 8 
MOA 233 Medical Office Assisting Seminar A ae 4 
Wh 24 15 
Total Hours 122 


*Shorthand courses optional. 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


BUS 213: MEDICAL TRANSCRIPTION & OFFICEMACHINES 3 


Intensive practice on the transcription machine. ‘By transcribing actual 
medical histories, the student will develop transcription skills and increase 
knowledge of medical terminology. Introduction to the touch system on 
the ten-key calculator and use of photocopier. Prerequisite: BUS 104 


BIO 125: ANATOMY AND PHYSIOLOGY | 5 


A study of the normal structure and function of the human body as an 
integrated unit. The course is designed to provide study of cells, tissues, 
membranes, the skeletal system, muscular system, nervous system, and 
sensory system. 


BIO 135: ANATOMY AND PHYSIOLOGY Il 5 


A study of the normal structure and function of the human body. The 
course is designed to provide a study of the circulatory, respiratory, diges- 
tive, urinary, reproductive and endocrine systems. 


HEA 123: MEDICAL TERMINOLOGY & VOCABULARY | 3 


A study of the structure of medical words and terms. Emphasis is placed on 
spelling and defining commonly used prefixes, suffixes, root words and 
their combining forms. Descriptive terms, diseases, operations, and tumors 
which relate to skeletal, muscular, integumentary, nervous, and sensory 
systems will be studied. 


HEA 133: MEDICAL TERMINOLOGY & VOCABULARY II 3 


A continuation of HEA 123. Descriptive terms, diseases, operations and 
tumors of the circulatory, lymphatic, respiratory, gastrointestinal, genitour- 
inary, and endocrine systems will be studied. Included in this course will be 
a study of systemic diseases, laboratory terms, abbreviations, and important 
signs and symbols. Prerequisite: HEA 123 


MLA 214: LABORATORY ORIENTATION | 5 


A study of the technique and purpose of the most frequently used 
laboratory procedures: urinalysis, hematology, bacteriology, immunology, 
€lectrocardiograph. The student will demonstrate his ability to perform ina 
laboratory situation. 


MLA 225: LABORATORY ORIENTATION II 5 


A continuation of MLA 214. Greater emphasis on student practice of the 
most commonly used laboratory procedures. Prerequisite: MLA 214 


MOA 103: ORIENTATION TO MEDICAL ASSISTING 3 


The student is introduced to the role of the Medical Assistant. Emphasis on 
professional behavior, human relations and public relations. Study of the 
history and principles of Medical Ethics. 


MOS 201: MEDICAL ASSISTANT 4 


ADMINISTRATIVE PROCEDURES 


A study of the administrative duties of the medical assistant. Includes 
Processing the mail, professional fees and credit arrangements, billing and 
collecting procedures, banking services and procedures, scheduling appoint- 
ments, the patient’s record, arrangements for travel, meetings, and confer- 
ences, and effective telephone practices. Application of the principles 
covered will be made in the completion of a medical office practice set. 
Prerequisite: BUS 104 


MOA 214: MEDICAL OFFICE ASSISTING | 5 


A study of the clinical aspects of assisting the physician. Emphasis is on 
housekeeping principles and procedures of the doctor’s office; body 
mechanics; medical and surgical asepsis; methods of sterilization; use and 
care of instruments; vital signs; preparation of the patient for examination; 
medical and surgical procedures in the physician’s office and emergency 
first aid measures. 


MOA 218: MEDICAL LAW AND ETHICS 3 


Designed to acquaint the student with the legal aspects of medical practice 
acts, the legal and ethical responsibilities of the physician and the medical 
office assistant to the patient. 


MOA 225: MEDICAL OFFICE ASSISTING II 5 


A study of clinical aspects of medical assisting. Emphasis is placed on diet 
and nutrition; medications and their usages; the computation of dosages and 
strengths of solutions; the administration of medications, immunological 
agents, therapeutic agents and x-rays. Prerequisite: MOA 214 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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MOA 233: MEDICAL OFFICE ASSISTING SEMINAR 4 


Discussion of problems encountered during the practicum and. their solution. 
Emphasis is on sharing practicum experiences and review of medical office 
assisting procedures. Co-requisite: MOA 238 


MOA 238: MEDICAL OFFICE ASSISTING Ill PRACTICUM 8 


Practical experience, under supervision, in a physician’s office, clinic or 
outpatient department. Prerequisite: Previous six quarters or approval by 
Department Head. 


BUS 102: TYPEWRITING | 3 


The student should strive for keyboard mastery using correct techniques 
and form and should develop control of centering, tabulation, and other 
manipulative operations of the typewriter. Problem solving of such com- 
monly used personal and business papers as letters, memorandums, outlines 
and tables will be available for study. The student should develop a mini- 
mum speed of 30 gross words per minute with no more than two errors per 
minute. 


BUS 103: TYPEWRITING Il 3 


The student should master basic and specific information on the style of a 
representative sample of business papers. Emphasis will also be placed on 
integrating spelling, punctuating, and capitalizing with typewriting to make 
these skills more useful in the business office and to lay the foundation for 
careful proofreading. The student should develop a minimum speed of 40- 
44 gross words per minute with no more than one error per minute. 
Prerequisite: BUS 102 or equivalent 


BUS 104: TYPEWRITING III 3 


In this course the student will be given an opportunity to further develop 
skills in the production of mailable copy and to improve typewriting speed. 
Emphasis will be placed on the student’s ability to prepare correspondence, 
tabulations, manuscripts, and business forms. In addition, the student will 
perform duties commonly required in general, technical, and accounting 
offices. Prerequisite: BUS 103 


BUS 106: SHORTHAND | 4 


The student will be introduced to the principles and theory of Gregg Short- 
hand and will practice both the reading and writing of shorthand outlines. 
Emphasis will be placed on phonetics, word families, brief forms, and 
phrases. In addition, a review of punctuation, word division, and grammar 
rules. Attention will be given to the improvement of spelling and the 
development of a business vocabulary. The student will develop and display 
good work habits and desirable attitudes. 


BUS107. SHORTHAND Il 4 


This course will be a continuation of the study of Gregg Shorthand theory. 
The student will develop the ability to construct new shorthand outlines 
and will begin to lay a foundation for the development of dictation and 
transcription skills by demonstrating the ability to transcribe from shorthand 
notes. The student will be given the opportunity to strengthen his ability 
in spelling, punctuation and word usage and will demonstrate progress by 
transcribing material dictated. Prerequisite: BUS 106 


BUS 108 SHORTHAND Ill 4, 
A continuation of the study of Gregg Shorthand theory. The student will 
develop the ability to construct new shorthand outlines from dictation at 
speeds of 60, 70, 80, 90 words per minute. Students will demonstrate pro- 
gress by transcribing familiar and unfamiliar material dictated using correct 
form, spelling, punctuation and grammar. A minimum speed of 70 words 
per minute on unfamiliar material is required. Prerequisite: BUS 107 


BUS 112 RECORDS MANAGEMENT 3 
The student will combine theory and practice to apply the fundamental 
rules of indexing and filing for alphabetic, numeric, geographic, subject 
and chronological filing. 


BUS 120 ACCOUNTING | 4 


Upon completion of the course, the student should be able to complete the 
basic features of the double-entry bookkeeping system; including rules for 
debits/credits, special journals, worksheet, financial statements, and support- 
ing schedules. Prerequisite: MAT 110 or approval of Department Head 


BUS 121 ACCOUNTING II 4 


The student will apply theory from Accounting | in various methods for 
recordkeeping of inventories, plant asset control, and payroll. Prerequisite: 
BUS 120 or equivalent 


BUS 202 MEDICAL INSURANCE AND RECORDS 2 


A study and application of the various types of medical insurance forms 
and their preparation, insurance terminology, and insurance laws. 


Recreational Leadership 





As the population of this country becomes 
more and more leisure oriented, the need for trained 
leadership in the field of recreation will increase 
rapidly. Through trained leaders, this leisure time can 


be channeled into meaningful activities. 


Haywood Technical Institute offers a program 
in Recreational Leadership which leads to the degree of 
Associate in Applied Science. The purpose of this pro- 
gram is to prepare individuals to plan, organize, and 
direct recreational activities in the areas of municipal 
recreation, private recreation, commercial recreation, 
therapeutic recreation, industrial recreation, armed 
forces recreation, and church recreation. The graduate 
may also supervise the use and care of equipment, 
work with community groups to fulfill their social 
needs, and offer professional opinions to the better- 


ment of the community. 


The graduate will find that over ninety percent 
of the courses will transfer to several institutes of 
higher learning if (s)he wishes to seek a four-year 
degree. 


Ce ENTRANCE REQUIREMENTS: 
. Must be a high school graduate or have a state approved equivalent 
education, 


Must submit transcripts of high school and post-high school 
education. 


- Must satisfactorily complete placement test battery. 
. Must have a personal interview with school representatives. 


moO nN 
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LEC. LAB. CR. HRS. 


FIRST QUARTER 


ENG 101 Communications | 5 0 os 
REC 101 Introduction to Recreation 4 0 4 
REC 107 Team Sports 1 4 3 
REC 108 First Aid and Safety 2 1 3 
FOR 111 Life Science | 3 3 4 
a P.E. Elective 0) Bee al. 
15 10 20 
SECOND QUARTER 
MAT 110 Business Mathematics 3 a 4 
ENG 102 Communications || 5 0 5 
REC 121 Social Recreation 22 2 S 
REC 110 Creative Crafts 0 3 1 
FOR 219 Forest Recreation 3 6) 3 
BUS 102. Typewriting | 2) 3 sas) 
15 10 19 
THIRD QUARTER 
ENG 103 Report Writing 3 2 4 
REC 204 Individual Sports 1 4 3 
FOR 113 Life Science III 3 3 4 
EDM 104 Audio Visual Aids Bs 1 3 
PSY 206 Applied Psychology wf =O) wa 
12 10 7) 
FOURTH QUARTER 
BUS 120 Accounting | 3 Bs 4 
REC 207 Pool and Water Sports Management 2 0 2 
ENG 204 Oral Communications 3 0 3 
REC 208 Field Work | 0 6 2 
REC 206 Drama 2 1 3 
REC 106 Camping and Camp Counseling 3 0 3 
-------—- P.E. Elective 2) “0. aly 
15 9 18 
FIFTH QUARTER 
REC 209 Field Work II 0 12 4 
REC 103 Program Planning 3 0 S 
PEDso2 Folk Dancing 2 1 3 
MUS 110 Recreational Music £4 1 3 
PED 180 Personal and Community Health 3 0 3 
REC 221 Prevention and Treatment of 
Athletic Injuries 2 1 3 
---——-—-- P.E. Elective a2) _O pais 
14 15 20 
SIXTH QUARTER 
REG ZITO Field Work III 10) 6 2 
REC 212 Parks/Recreation Maint. Mgmt. 2 3 a 
REG 213 Recreational Organization/Admin. 3 0 s 
REC 214 Adaptive Recreation 2 0 2 
REG 2 iil Recreation Seminar 1 0 1 
REC 215 Group Dynamics 54" ae 4 
12 9 15 
SEVENTH QUARTER 
REC 205 Community Recreation 3 0 3 
REC 216 Recreational Landscape Gardening 3 6 5 
REC 217 Recreational Civics 1 0 1 
REC 202 Recreation Leadership S 0 3 
------—--- Elective a’ 4 0 poe 
12 6 to 
Total Hours 122 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


REC 101: INTRODUCTION TO RECREATION 4 


‘ 
This course introduces the student to recreation, the history of the 
recreation movement, the influence of leisure on the individual in 
society, theories of recreation, and significance of organized recreation. 
Guest speakers and/or visits to different agencies in recreation will be 
provided. 


REC 103: PROGRAM PLANNING 3 


In this course, planning guides and principles for a quality program in 
recreation will be presented. Elements involved in planning, such as 
interests and needs of participants, supervision and evaluation will be 
included. 


REC 106: CAMPING AND CAMP COUNSELING 3 


History and trends in the camping and outdoor education movement 
will be discussed. Cookouts, hikes, camping trips and other camp related 
activities designed to help the individual develop outdoor camping 
skills will be included. Visits to several camps or campsites will be made. 
Characteristics and skills involved in camp counseling will be included. 


REC 107: TEAM SPORTS 3 


Rules, terminology and skills of softball, flag football, volleyball, basket- 
ball, soccer and speedball. Supervision, organization, tournaments, 
strategy, history, safety and drills will be included. 


REC 108: FIRST AID AND SAFETY 3 


The American Red Cross Standard course is taught. Accident prevention 
and skill in administering immediate and temporary care will be provided. 


REC 110: CREATIVE CRAFTS 2 


Designed to acquaint students with creative craft projects, this course 
will expose students to several types of arts and crafts projects such as 
ceramics, metalwork and several minor crafts. 


REC 121: SOCIAL RECREATION 3 


This course will provide the opportunity for skill development in plan- 
ning and conducting social recreational type games and activities for all 
age groups. 


REC 202: RECREATION LEADERSHIP 3 


The meaning, function, and principles of leadership are stressed. Leader- 
ship methods, techniques and characteristics of leadership personnel are 
included. 


REC 204: INDIVIDUAL SPORTS 3 


The sports in this course are archery, badminton, bowling, golf and 
tennis. Supervision and organization, rules, strategy, tournaments, brief 
history and safety factors are included. 


REC 205: COMMUNITY RECREATION 3 


Included will be the nature and significance of the recreation program, 
facilities and services provided for people of a specific locality. Types of 
agencies providing recreational services and public relations will be 
stressed. 


REC 206: RECREATIONAL DRAMA 2 


The scope, value and skills of drama and its role in recreation will be 
explored. Leadership skills in planning and conducting various dramatic 
presentations will be included. 


REC 207: POOL AND WATER SPORTS 2 
MANAGEMENT 


Designed to provide an indepth study of pool systems, pool layouts and 
pool costs. Included will be the organization and management of a 
variety of water sports activities. 


REC 208: FIELD WORK | 2 


This is an introduction to the practical side of recreation. The student 
will at first observe the existing program and gradually will be given re- 
sponsibilities in assisting with programs. Evaluation reports will be given 
to the supervisor. 


REC 209: FIELD WORK Il 4 


This experience will be in the summer between the recreation student's 
first and second year. It will involve a greater number of hours being 
spent at a recreation setting of interest to the student. Evaluation reports 
will be given to the supervisor. Prerequisite: REC 208 
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REC 210: FIELD WORK Ill 2 


This is the winter experience for recreation studants. The student should 
be ready to carry a great part of the load in planning and conducting 
events, under supervision, of course. Evaluation reports will be given to 
the supervisor. Prerequisite: REC 209 


REC 211: RECREATION SEMINAR 1 


The seminar will include such things as personal interviews, job applica- 
tions, recreational materials and problems in the recreation field. 


REC 212: PARKS AND RECREATION 
MAINTENANCE MANAGEMENT 


Maintenance operations for the management of recreational facilities. 
Topics will include personnel management, grounds management, 
building maintenance, coordination of programs with maintenance, 
maintenance plans, and care and use of maintenance equipment. 


REC 213: RECREATIONAL ORGANIZATION 3 
AND ADMINISTRATION 


Processes by which recreation departments are operated. These to 
include organizational structure, administrative policies, and procedures 
and paper work which are functioning parts in on-going recreational 
settings. 


REC 214: ADAPTIVE RECREATION 2 


Instruction of ways in which recreation may serve other than the 
normal situations. Activities in recreation which will serve the young, 
the elderly, and the mentally and physically handicapped. 


REC 215: GROUP DYNAMICS 4 


Student involvement in group activities in which motivation, problem 
solving, organization and group management and leadership will 
become key topics. 


REC 216: RECREATIONAL LANDSCAPE 4 
GARDENING 


Study of recreational landscape to include proper selection of planting 
materials; soils preparation prior to planting; maintenance of plant 
materials; and aesthetic values of landscaping. 


REC 217: RECREATIONAL CIVICS 1 


A series of seminars provided by persons working in local government. 
County and city government organization, chain of command, govern- 
ment departments related to recreation, and services available for a 
recreational department. 


REC 220: ADVANCED CREATIVE CRAFTS 2 


This course adds more practical experience to creative craft projects and 
also provides an opportunity to learn the techniques of teaching crafts 
to different groups. Prerequisite: REC 110 


REC 221: PREVENTION AND TREATMENT 3 
OF ATHLETIC INJURIES 


This course provides both theory and practical experience in treating and 
preventing athletic injuries. The student will learn functions of bones, 
muscles, ligaments and tendons, and the steps necessary to care for and 
prevent damages to these body parts. 


EDM 104: AUDIO VISUAL AIDS 3 


Included will be the use of projectors, tape recorders, audio visual 
recorders, charts, models, public address systems and other audio visual 
aids. 


MUS 110: RECREATIONAL MUSIC 3 
This course should help the recreation student gain an understanding 
and appreciation of the value of music in the recreation setting. 


PED 280: PERSONAL AND COMMUNITY HEALTH 3 


This course will deal primarily with adjustments one needs to maketo 
live in today’s world and personal awareness of health related subjects. 


PED 152: FOLK AND SQUARE DANCING 3 


Included in this course will be folk dances from various countries,the 
American square dance and methods and materials in teaching and 
organizing folk dances. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 


Secretarial Science 





The demand for better qualified secretaries to 
work with professional persons continues to increase. 
The purpose of the Secretarial Science program is to 
provide students with specialized training in the 
accepted procedures required by the business world. 
In addition to specialized courses, training is supple- 
mented by related courses in mathematics, business 
law, consumer economics, psychology, and accounting. 


The Secretarial Science program provides the 
student with ashorthand option. Students may choose 
to graduate with or without shorthand; however, 
students are encouraged to include shorthand training 
in their program. Elective courses are required in lieu 
of the shorthand. 


Graduates may be employed as a stenographer or 
secretary. Stenographers are primarily responsible for 
taking dictation and transcribing letters, memoranda, 
and reports. The secretary may also take dictation, but 
is given more responsibility in connection with meet- 
ing office callers, screening telephone calls, maintaining 
files, and assisting an executive. Opportunities for 
employment exist in a variety of secretarial positions 
in businesses and industries such as insurance com- 
panies, banks, financial firms, marketing institutions, 
government, education, etc. 


An Associate in Applied Science degree is 
awarded upon successful completion of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 
1. Must be a high school graduate or have a state approved equivalent 
education. 


Must submit transcripts of high school and post-high school 
education. 


Must satisfactorily complete 
Must have a personal 


2. 


Hs placement test battery. 


interview with school representatives. 
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FIRST QUARTER LEC. LAB. CR. HRS. 
BUS 102 Typewriting | 2 3 5. 
*BUS 106 Shorthand | Ss 2 4 
ENG 101 Communications | 5 (0) ie ds 
BUS 101 Introduction to Business AS Oe palsy 
15 5 ‘ai 
SECOND QUARTER 
ENG 102 Communications || 5 Q 5 
BUS 103 Typewriting II iz 5: 3 
*BUS 107 Shorthand || Ss 2. 4 
MAT 110 Business Math Ss 2 4 
BUS T15 Business Law | mi “O) aS) 
16 7 19 
THIRD QUARTER 
BUS 104 Typewriting III 2 3 3 
*BUS 108 Shorthand III 3 2 4 
BUS 120 Accounting | 6 7 4 
BUS 112 Records Management 3 0 & 
EG@MOSs Consumer Economics 3 0 a: 
14 a dies 
FOURTH QUARTER 
ENG 205 Business Communications | 3; 2 4 
*BUS 206 Dictation/Transcription | 3} 2 4 
BwWS205 Advanced T ypewriting #2 Ss 3 
BUS 110 Office Machines | 2 & 3 
BUS 121 Accounting II paso arta _4 
ics (2 18 
FIFTH QUARTER 
ENG 206 Business Communications || S O 3 
‘BUS. 207 Dictation/Transcription 11 3 Ps 4 
BUS 122 Accounting III 3 2 4 
BUS 211 Office Machines || 2 3 3 
BUS 214 Secretarial Procedures ae) bye iat. 
14 7 17 
SIXTH QUARTER 
BUS 271 Office Management 3 (@) 3 
ENG 204 Oral Communications 3 0 3 
PSY 206 Psychology iS (0) 3 
*BUS 208 Dictation/Transcription III 
(or Elective) Z) ae: 4 
12; 2 13 
SEVENTH QUARTER 
BUS 216 Secretarial Science Simulation 10 20 20 


Total Hours 121 


*Shorthand courses optional. Elective courses in lieu of shorthand must 
be approved by advisor. 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


BUS 101: INTRODUCTION TO BUSINESS 5 
J 


The student will acquire a useable business vocabulary in order to under- 
stand the various economic and marketing systems and will demonstrate his 
ability in decision-making. 


BUS 192: TYPEWRITING | 3 


The student should strive for keyboard mastery using correct techniques 
and form and should develop control of centering, tabulation, and other 
manipulative operations of the typewriter. Problem solving of such 
commonly used personal and business papers as letters, memorandums, 
outlines and tables will be available for study. The student should develop a 
minimum speed of 30 gross words per minute with no more than two 
errors per minute. 


BUS 103: TYPEWRITING II 3 


The student should master basic and specific information on the style of a 
representative sample of business papers. Emphasis will also be placed on 
integrating spelling, punctuating, and capitalizing with typewriting to make 
these skills more useful in the business office and to lay the foundation for 
careful proofreading. The student should develop a minimum speed of 40- 
44 gross words per minute with no more than one error per minute. Pre- 
requisite: BUS 102 or equivalent 


BUS 104: TYPEWRITING III 3 


In this course the student will be given an opportunity to further develop 
skills in the production of mailable copy and to improve typewriting 
speed. Emphasis will be placed on the student’s ability to prepare corres- 
pondence, tabulations, manuscripts, and business forms. In addition, the 
student will perform duties commonly required in general, technical, and 
accounting offices. Prerequisite: BUS 103 


BUS 106: SHORTHAND | 4 


The student will be introduced to the principles and theory of Gregg Short- 
hand and will practice both the reading and writing of shorthand outlines. 
Emphasis will be placed on phonetics, word families, brief forms, and 
phrases. In addition, punctuation, word division and grammar rules will 
be stressed. Attention will be given to the improvement of spelling and the 
development of a business vocabulary. The student will develop and display 
good work habits and desirable attitudes. 


BUS 107: SHORTHAND II 4 


This course will be a continuation of the study of Gregg Shorthand theory. 
The student will develop the ability to construct new shorthand outlines 
and will begin to lay a foundation for the development of dictation and 
transcription skills by demonstrating the ability to transcribe from short- 
hand notes. The student will be given the opportunity to strengthen his 
ability in spelling, punctuation and word usage and will demonstrate 
progress by transcribing material dictated. Prerequisite: BUS 106 


BUS 108: SHORTHAND II! 4 


A continuation of the study of Gregg Shorthand theory. The student will 
develop the ability to construct new shorthand outlines from dictation at 
speeds of 60, 70, 80, 90 words per minute. Students will demonstrate 
progress by transcribing familiar and unfamiliar material dictated using 
correct form, spelling, punctuation and grammar. A minimum speed of 70 
words per minute on unfamiliar material is required. Prerequisite: BUS 107 


BUS 110: OFFICE MACHINES | 3 


Upon completion of this course, the student should be able to perform a 
variety of functions on the ten-key adding machines, printing calculators, 
electronic printing calculators, electronic display calculators, and full-key 
adding machines. 


BUS 112: RECORDS MANAGEMENT 3 


The student will combine theory and practice to apply the fundamental 
rules of indexing and filing for alphabetic, numeric, geographic, subject and 
chronological filing. 


BUS 115: BUSINESS LAW | 3 


The student, upon completion of this course, will be able to identify legal 
terms and apply them to business situations; identify the basic principles of 
law that apply to business transactions; and identify legal difficulties and 
determine how to avoid them. 


BUS 120: ACCOUNTING | 4 


Upon completion of the course, the student should be able to complete the 
basic features of the double-entry bookkeeping system; including rules for 
debits/credits, special journals, worksheet, financial statements, and support- 
ing schedules. Prerequisite: MAT 110 or approval of Department Head 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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BUS 121: ACCOUNTING Il 4 


The student will apply theory from Accounting | in various methods for 
recordkeeping of inventories, plant asset control, and payroll. Prerequisite: 
BUS 120 or equivalent 


BUS 122: ACCOUNTING III 4 


The student will apply various methods of partnership and corporation 
accounting with emphasis placed on recording, summarizing, and interpre- 
tating data for management control. Prerequisite: BUS 121 


BUS 205: ADVANCED TYPEWRITING 3 


In this course the student will perform duties commonly required in 
professional, governmental, and executive offices. Emphasis will be placed 
on the techniques needed in planning and in typing projects that closely 
approximate the student’s field of study. In performing simulated office 
tasks, the student will review letter forms, methods of duplication, statistical 
tabulations, and typing of reports, manuscripts, and legal documents. 
Prerequisite: BUS 104 


BUS 206: DICTATION & TRANSCRIPTION | 4 


The student will develop the skill of taking dictation and transcribing at the 
typewriter familiar and unfamiliar material, which includes a review of 
theory and dictation at varying rates of speed. A minimum dictation rate 
of 80 words per minute required and transcribed with mailable copy. 
Prerequisite: BUS 108 


BUS 207: DICTATION & TRANSCRIPTION I 4 


In this course of study the student will work intensively to develop speed 
and accuracy in taking dictation and in transcribing at the typewriter. 
Emphasis will be placed on spelling, punctuation, vocabulary building, and 
the production of mailable copy, skills which will enable the student to 
meet the requirements of business and professiona! offices. Upon comple- 
tion of this course the student should be able to take dictation of new 
material at a minimum rate of 100 words per minute for five minutes and 
transcribe with mailable copy. Prerequisite: BUS 206 


BUS 208: DICTATION & TRANSCRIPTION III 4 


The student will develop speed and accuracy in taking dictation and tran- 
scribing new material with mailable copy at a minimum of 120 words per 
minute. The student will develop and display good work habits and desirable 
attitudes. Prerequisite: BUS 207 


BUS 211: OFFICE MACHINES II 3 


A continuation of the study on the operations of business equipment. The 
student will complete various business functions on the accounting/book- 
keeping machine, duplicating and copying processes and equipment, dictat- 
ing and transcribing machines, and practical application of business 

machines through the use of a practice set. Prerequisite: BUS 110 


BUS 212: ADVANCED MACHINE TRANSCRIPTION 3 


The course is designed to give the student intensive practice on transcribing 
equipment in order to become proficient in transcribing mailable copy. The 
student will transcribe letters, memorandums, reports and documents 
related to the general business, legal, and medical fields. 


BUS 214: SECRETARIAL PROCEDURES 3 


This course is designed to acquaint the student with the duties and the 
responsibilities encountered by a secretary in a typical business office. The 
student will be given an opportunity to improve oral and written com- 
munication skills, personal traits, and professional knowledge and ability. 


BUS 216: SECRETARIAL SCIENCE SIMULATION 20 


Students are assigned to work in an on-campus simulated business or 
professional office for thirty hours per week. The objective is to provide 
actual work experience for secretarial students and an opportunity for the 
Practical application of the skills and knowledge previously learned, 
according to the course of study. Prerequisites: Previous five quarters or 
approval by Department Head 


BUS 271: OFFICE MANAGEMENT 3 


The student will study and demonstrate his understanding of organizing 
and planning administrative office services, controlling office administrative 
operations, and leadership and human relations in office administration. 


ECO 108: CONSUMER ECONOMICS 3 


Designed to help the student utilize his resources of time, energy, and 
money to get the most useful benefits from life. The course provides 
practice in buying, financial management, resource appreciation, and work- 
ing with economic theory. 
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Vocational Programs 


Haywood Technical Institute offers a wide variety of Vocational Diploma programs of study 


which involves a concentrated study in both manipulative skill and communicative skill areas. These 
programs are designed to meet the employment needs of local business, industry and health care 
institutions, while at the same time providing students with necessary skills to obtain and maintain 
employment within their chosen vocations. Upon satisfactory completion of the required curriculum, 
the student will be awarded a diploma or certificate and will be prepared to take licensing 
examinations or to be certified where applicable. 

Haywood Technical Institute is fully accredited by the North Carolina Department of 


Community Colleges and by the Southern Association of Colleges and Schools. 
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Automotive Body Repair (Day and Evening) 






The field of Automotive Body Repair and 
painting needs many more well-trained people to meet 
the growing demand for the many special skills in this 
area of employment. In this program, much of the 
student’s time in the lab is devoted to learning skills 
and practicing these skills on car bodies and their com- 
ponent parts. Every attempt is made to make the 
practical experience as close as possible to actual 
on-the-job situations. The practical experience and re- 
lated training provide an ideal way to prepare the 
student for entry into an occupation that offers many 
job opportunities. 


Graduates of the Auto Body Repair curriculum 
are qualified for jobs in which they remove dents in 
automobile bodies and fenders; take off fenders and 
replace them with new ones; straighten frames, doors, 
hoods, and deck lids; and align wheels. 


In their work these craftsmen operate welding 
equipment. They also make tests on and repair engine 
cooling systems. Auto body repairmen shrink stretched 
metal and prepare it for painting. They are called on to 
paint fenders and/or panels as well as to paint a com- 
plete vehicle. In addition to these duties, auto body 
repairmen remove, cut, fit, and install headings and 
seat covers; repair and replace upholstery and fabric 
tops of vehicles; and rebuild springs and padding. This 
type of employment includes reading and interpreting 
blueprints, charts, instruction and service manuals, and 
wiring diagrams. These repairmen also prepare work 
orders for repairs and parts as well as estimates and 
statements for adjusters. After gaining experience, 
many of these craftsmen open their own business or 
become body shop foremen, supervisors, or managers. 


A diploma will be awarded at the end of the successful 
completion of four quarters. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission ; however, exceptions may be made in certain circumstances. 
. Must fumish tanscript of credit from last school attended. 
. Must satisfactorily complete placement test battery. 

. Must have a personal interview with school representatives. 


moh 
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FIRST QUARTER LEC. LAB. CR. HRS. 
AWE litidat Fundamentals of Auto 
Body Repair 5 20 12 
MAT 1125 Vocational Mathematics mos =O! _5 
10 20 Te? 
SECOND QUARTER 
AUT 1112 Auto Body Repair 5 20 12 
WLD 1129 Basic Welding and Cutting a Ss) mx} 
he 23 15 
THIRD QUARTER 
AUT 1113 Metal Finishing, Trim, Glass 
and Radiator Repair 5 20 ihe 
BUS 1103 Small Business Management r3} Zs 4 
8 ae 16 
FOURTH QUARTER 
AUT 1114 Body Shop Applications 5 20 12 
-__-- Elective £23 ea) 3 
Y 23 15 
Total Hours 63 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


7 
AUT 1111: FUNDAMENTALS OF AUTO BODY 
REPAIR 12 


Basic principles of automobile construction, design, and manufacturing. 
A thorough study of angles, crown, and forming of steel into the com- 
plex contour of the present day vehicles. The student applies the basic 


principles of straightening, aligning, and painting of damaged areas. 


AUT 1112: AUTO BODY REPAIR 12 


A thorough study of the requirements for a metal work, including the 
use of essential tools, forming fender flanges and beads, and straighten- 
ing typical auto body damage. The student begins acquiring skills such 
as shaping angles, crowns, and contour of the metal of the body and 
fenders. Metal working and painting. Welding practices on material 


applicable to the installation of body panels and repairs to doors, 





fenders, hoods and deck lids. Student runs beads, does butt and fillet 
welding. Performs tests to detect strength and weaknesses of welded 
AUT 1114: BODY SHOP APPLICATIONS 12 
joints. Safety procedures are emphasized throughout the course. 
Objectives: (1) To enable the student to soive the general problems he : 

General introduction and instruction in the automotive frame and front 
might find in a body shop; (2) To help the student understand the pro- ; 

end suspension systems, the methods of operation and control, and the 
perties of sheet metal and other materials found on an automobile. . ‘ 7 

safety of the vehicie. Unit job application covers straightening of frames 

and front wheel alignment. The student applies all phases of training. 

Repair order writing, parts purchasing, estimates of damage, and develop- 


ing the final settlement with the adjuster. Objectives: (1) To enable the 
AUT 1113: METAL FINISHING, TRIM, GLASS 


AND RADIATOR REPAIR 12 


student to gain knowledge in the components and function of front sus- 

pension; (2) To enable the student to put into practice more extensively 

all phases of auto body repair; (3) To enable the student to gain know- 
Development of the skill to shrink stretched metal, soldering and lead- 

ledge in estimating for repair, ordering parts and settlement with cus- 
ing, and preparation of the metal for painting. Straightening of doors, 
hoods and deck lids; fitting and aligning. Painting fenders and panels, Hehe 
spot repairs, and complete vehicle painting; the use and application of 
power tools. Methods of removing and installing interior trim; cutting, 
sewing, and installing headlinings, seat covers, and door trim panels; 
painting of trim parts and accessories. Glass removal, cutting, fitting, 
and installation. The student gains a thorough knowledge of the engine 
cooling system and repairs and replaces damaged cooling system com- 
ponents. Tests are made to insure normal engine cooling operation. 
Objectives: (1) To acquire knowledge of the steps taken to touch up 


small areas or repaint entire automobile body; (2) To gain skill in the 


use of equipment required to paint metal. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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The Automotive Mechanics curriculum provides 
a training program for developing the basic knowledge 
and skills needed to inspect, diagnose, repair, and ad- 
just automotive vehicles. Manual skills are developed 
in practical shop work. Thorough understanding of the 
operating principles involved in the modern auto- 
mobile comes in class assignments, discussions, and 
shop practices. 


Automotive mechanics maintain and repair me- 
chanical, electrical, and body parts of passenger cars, 
trucks, and buses. In some communities and rural areas, 
they also may service tractors Or marine engines and 
other gasoline-powered equipment. Mechanics inspect 
and test to determine the causes of faulty operation. 
They repair or replace defective parts to restore the 
vehicle or machine to proper operating conditions and 
use shop manuals and other technical publications as 
references for technical data. 


A diploma will be awarded at the end of the 
successful completion of four quarters. Advanced 
Automotive Mechanics, an optional two-quarters, is 
open to students who received ‘the four-quarter 
diploma and who meet certain requirements specified 
by the department. A certificate will be awarded for 
the successful completion of each of the two-quarter 
advanced options. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances. 

2. Must furnish transcript of credit from last school attended. 

3. Must satisfactorily complete placement test battery. 

4. Must have a personal interview with school representatives. 
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FIRST QUARTER LEC. LAB. CR. HRS. 
PME 1101 Internal Combustion Engines 
and Servicing 5 20 12 
MAT 1125 Vocational Mathematics 0 ee O) peo 
10 20 a7, 
SECOND QUARTER 
PME 1102 Engine Electrical, 
Schematics 5 20 12 
WLD 1129 Basic Welding and Cutting Les aS} 3 
7 23 15 
THIRD QUARTER 
PME 1103 Automotive Chassis, Braking 
Systems and Servicing 5 20 12 
BUS 1103 Small Business Management Din Ps o 
8 22 16 
FOURTH QUARTER 
PME 1104 Automotive Engine, Lube, 
Fuel, Cooling & Servicing 5 20 12 
wannane naan ann --- Elective mee a 3 
7 23 15 
*FIFTH QUARTER (Option) 
PME 1201 Automotive Powertrain, Trans- 
missions and Servicing 5 20 12 
PSY 1101 Human Relations eres 2 4° 
8 22 16 
*SIXTH QUARTER (Option) 
PME 1202 Automotive Diagnosis, Air 
Conditioning and Servicing 6 24 14 
6 24 14 
Total Hours: 93 


*Advanced Automotive Mechanics 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


PME 1101: INTERNAL COMBUSTION ENGINES 


AND SERVICING 12 
Development of a thorough knowledge and ability in using, maintaining, 
and storing the various hand tools and measuring devices needed in 
engine repair work. Study of the construction and operation of com- 
ponents of internal combustion engines. Testing of engine performance; 
servicing and maintenance of pistons, valves, cams and camshafts, fuel 
and exhaust systems, cooling systems; proper lubrication; and methods 
of testing, diagnosing and repairing. The student will be required to 
diagnose trouble, repair or service the malfunctioning components, and 
scientifically adjust and test repaired items. He will use the latest type 
tools and testing equipment in order to assure that the work has been 


completed in a craftsmanlike manner. 


PME 1102: ENGINE ELECTRICAL, SCHEMATICS 12 
A thorough study of the electrical and fuel systems of the automobile. 
Battery cranking mechanism, generator, ignition, accessories and wiring; 
fuel pumps, carburetors, and fuel injectors. Characteristics of fuels, types 
of fuel systems, special tools, and testing equipment ‘for the fuel and 
electrical system. The student will be required to diagnose trouble, repair 
or service the malfunctioning components, and scientifically adjust and 
test repaired items. He will use the latest type tools and testing equip- 
ment in order to assure that the work has been completed in a craftsman- 


like manner. 


PME 1103: AUTOMOTIVE CHASSIS, BRAKING 


SYSTEMS AND SERVICING 12 
Principles and functions of the components of automotive chassis. 
Practica! job instruction in adjusting and repairing of suspension and 
steering systems. Units to be studied will be shock absorbers, springs, 
steering systems, steering linkage, front end and alignment. The student 
will be required to diagnose trouble, repair or service the malfunctioning 
components, and scientifically adjust and test repaired items. He will use 
the latest type tools and testing equipment in order to assure that the 


work has been completed in a craftsmanlike manner. 


PME 1104: AUTOMOTIVE ENGINE, LUBE, FUEL, 


COOLING AND SERVICING 12 


Students are instructed in the proper procedure to restore the auto- 
motive electrical and carburetion systems to specifications by the use of 
specification manuals and employing the latest of engine analyzers. Be- 
cause of attention being focused on pollution, tuneups will be required 
more frequently and with a greater degree of accuracy than ever before. 
Emphasis is on the shop procedures necessary in determining the nature 
of troubles developed in the various component systems of the auto- 
mobile. Troubleshooting of automotive systems, providing a full range of 
experiences in testing, adjusting, repairing, and replacing. The student 
will be required to diagnose trouble, repair or service the malfunctioning 


components, and scientifically adjust and test repaired items. 
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PME 1201: 


AUTOMOTIVE POWERTRAIN, TRANSMISSIONS, 
AND SERVICING 12 


Principles and functions of automotive power train systems: clutches, 
transmission gears, torque converters, drive shaft assemblies, rear axles, 
and differentials. Identification of troubles, servicing, and repair. General 
introduction to the principles of refrigeration; study of the assembly of 
the components and connections necessary in the mechanisms, the 
methods of operation, and control; proper handling of refrigerants in 
charging the system. The student will be required to diagnose trouble, 
repair or service the malfunctioning components, and scientifically adjust 
and test repaired items. He will use the latest type tools and testing 
equipment in order to assure that the work has been completed in a 


craftsmanlike manner. 


PME 1202: AUTOMOTIVE DIAGNOSIS, AIR 


CONDITIONING AND SERVICING 14 
The student will specialize in automotive diagnosis, air conditioning and 
repair of all automotive systems. He will utilize the knowledge and 
abilities gained during his previous training in automotive mechanics. He 
will be required to diagnose trouble, repair or service the malfunction- 
ing components, and scientifically adjust and test repaired items. He 
will use the latest type tools and testing equipment in order to assure 


that the work has been completed in a _ craftsmanlike manner. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 


Building Trades 





The 
train individuals to enter the carpentry trade with a 
background in both shop skills and related information. 
He must have a knowledge of mathematics, blueprint 
reading, methods of construction and a thorough 
knowledge of building materials. 


Building Trades curriculum is designed to 


The modern carpenter will work on new con- 
struction, maintenance, and repair of many types of 
structures, both residential and commercial. He should 
have an understanding of building materials, concrete 
form construction, rough framing, roof and stair con- 
struction, the application of interior and exterior trim, 
and the installation and fabrication of cabinets and 
fixtures. 


The carpenter constructs, erects, installs and re- 
pairs structures and fixtures of wood, plywood, wall 
board, and other materials, using carpenters handtools 
and powertools to conform to local building codes for 
both residential and commercial structures. 


A diploma will be awarded at the end of the 
successful completion of four quarters. An Advanced 
Building Trades program, an optional two quarters, 
is Open to students who receive the four-quarter 
diploma and who meet certain requirements specified 
by the department. A certificate will be awarded for 
the successful completion of each of the two quarter 
advanced option. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances, 
2. Must furnish transcript of credit from last school attended. 
3. Must satisfactorily complete placement test battery. 

4. Must have a personal interview with school representatives. 
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FIRST QUARTER 


LEC. LAB. CR. HRS. 


MAT 1125 Vocational Mathematics 5 0 5 
CAR 1101 Carpentry and Blueprint 
Reading S 20 12 
10 20 12 
SECOND QUARTER 
CAR 1102 Carpentry, Framing and 
Building Codes 5 20 12 
DFT 1111 Drafting and Blueprint 
Reading ue es: 3 
7 ao 15 
THIRD QUARTER 
CAR 1103 Carpentry, Millwork & 
Cabinet-Making and 
Carpentry Estimating 5 20 12 
WLD 1129 Basic Welding & Cutting 2 each ras 
Z 23 15 
FOURTH QUARTER 
CAR 1104 Carpentry and Finishing 5 20 12 
BUS 1103 Small Business Management ah is 4 
8 2a 16 
*FIFTH QUARTER 
CAR 1201 Advanced Carpentry - 
Carpentry Construction 
and Maintenance Practices 5 20 2 
—— Elective 2 3 <} 
Z 23 15 
*SIXTH QUARTER 
CAR 1202 Carpentry, Contracting and 
Supervisory Training 6 24 14 
6 24 14 
Total Hours: 92 


*Advanced Building Trades Program 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student's advisor. 


CAR 1101: CARPENTRY AND BLUEPRINT 


READING 12 
A brief history of Carpentry and present trends of the construction 
industry. The course will involve operation care and safe use of carpen- 
ters handtools and powertools in cutting, shaping and joining construc- 
tion materials used by the carpenter. Major topics of study will include 
theoretical and practical applications involving materials and methods of 
construction, building layout, preparation of site, footings, and founda- 
tion wall construction including form construction and erection. Princi- 
ples of interpreting blueprints and specifications common to the 
building trades. Development of proficiency in making three view and 


pictorial sketches. 


CAR 1102: CARPENTRY, FRAMING, AND 


BUILDING CODES 12 
Instruction is given in the principles and practices of frame construction 
beginning with the foundation sills and including floor joist, subfloor, 
wall studs, ceiling joist, rafters, bridging, bracing, sheathing and con- 

yuction methods of common types of roofs using standard rafter 
construction. Application and selection of sheathing and roofing is 
included. Consideration is given to the coordination of carpentry work 
with installation of the mechanical equipment such as electrical, air 
conditioning, heating, and plumbing. A study is made of building codes 
and the minimum requirements for local, county, and state construction 
regulations. This involves safety, sanitation, mechanical equipment and 
materials. Also, a review will be made of the minimum property require- 
ments of the Federal Housing Administration and the North Carolina 


State Code. 


CAR 1103: CARPENTRY, MILLWORK, CABINET- 
MAKING AND CARPENTRY 

ESTIMATING 12 
Cabinet -making and millwork as performed by the general carpenter for 
building construction. Use of shop tools and equipment will be empha- 
sized in learning methods of construction of millwork and cabinetry. 
Practical applications will include measuring, layout and construction of 
base and wall cabinets, built-in desk, door and window frames, stairs, and 
interior and exterior cornice and trim. Materials and finishes will also be 


studied. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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Included in this course will be materials and methods used in finishing 
carpentry such as exterior cornice, door and window trim, interior floor- 
ing, door and window facing, moldings, and cornice construction, in- 
stallation of hardware and installation of built-in equipment and 


cabinets. 


ADVANCED CARPENTRY 
CONSTRUCTION AND 
MAINTENANCE PRACTICES 


CAR 1201: 


12 


This course is to further develop the student’s ability in all phases of 
carpentry, construction and maintenance. This course is also designed to 


develop the student’s leadership ability and give supervisory training. 


CAR 1202: CARPENTRY, CONTRACTING AND 


SUPERVISORY TRAINING 14 
This course develops the student’s ability in carpentry, contracting and 
supervisory training; to teach the student how to be a potential con- 


tractor, foreman or construction supervisor. 


Electrical Installation and Maintenance 
(Day and Evening) 





The Electrical Installation and Maintenance cur- 
riculum is designed to provide a training program in 
basic knowledge, fundamentals, and practices involved 
in the electrical trades. A large portion of the program 
is laboratory and shop instruction designed to give the 
student practical knowledge and application ex- 


perience in the fundamentals taught in class, 


The graduate of the Electrical Installation and 
Maintenance curriculum is qualified to enter an elec- 
trical trade as an on-the-job trainee or apprentice, 
assisting in the planning, layout, installation, check- 
residential, 


out, and maintenance of systems in 


commercial, or industrial plants. 


A diploma will be awarded at the end of the 
successful completion of four quarters. An Advanced 
Electrical Installation and Maintenance, an optional 
two-quarters, is Open to students who received the 
four-quarter diploma and who meet certain require- 
ments specified by the department. A certificate will 
be awarded for the successful completion of each of 
the two-quarter advanced option. 


SPECIFIC ENTRANCE REQUIREMENTS: 

. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances. 
Must furnish transcript of credit from last school attended. 
Must satisfactorily complete placement test battery. 

Must have a personal interview with school representatives. 
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FIRST QUARTER LEC. LAB. CR. HRS. 
ELC hiot Fundamentals of Electricity 
and Electrical Installation 5 20 ee 
MAT 1125 Vocational Mathematics mo ue! wo. 
10 20 Lvs 
SECOND QUARTER 
ELC 1102 Electrical Installation, 
Machines and Controls 5 20 12 
WLD 1129 Basic Welding and Cutting pe 13) _3 
7 23 15 
THIRD QUARTER 
ELG.1103 Residential and Commercial 
Wiring and Electrical 
Blueprint Reading 5 20 12 
BUS 1103 Small Business Management ys: 2) _4 
8 22 16 
FOURTH QUARTER 
ELC 1104 Commercial and Industrial 
Wiring 5 20 T2 
Bed i oe Elective TR okt) paid 
10 20 12 
*FIFTH QUARTER 
ELC 1201 AC Circuits Motor Controls 
and Hook Up 5 20 12 
PSY 1101 Human Relations 3 2 4 
8 22 16 


*SIXTH QUARTER 


ELC 1202 Advanced Residential and 


Commerical Wiring 6 24 14 


Total Hours: 93 
*Advanced Electrical Installation and Maintenance 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


ELC 1101: FUNDAMENTALS OF ELECTRICITY AND 


ELECTRICAL INSTALLATION 12 
A study of the electrical structure of matter and electron theory, the re- 
lationship between voltage, current, and resistance in series, parallel, and 
series-parallel circuits. An analysis of direct current circuits by Ohm’s 
Law and Kirchhoff’s Law. A study of the source of direct current volt- 
age potentials. Fundamental concepts of alternating current flow, react- 
ance, impedance, phase angle, power, and resonance. Analysis of 


alternating current circuits. 


ELC 1102: ELECTRICAL INSTALLATION, 


MACHINES AND CONTROLS 12 
Provides fundamental concepts in single and polyphase alternating 
current circuits, voltages, currents, power measurements, transformers, 
and motors. Instruction in the use of electrical test instruments in circuit 
analysis. The basic concepts of AC and DC machines and simple system 
controls. An introduction to the type control used in small appliances 
such as thermostats, times, or sequencing switches. Prerequisite: ELC 


1101 or have prior electrical knowledge 


RESIDENTIAL AND COMMERCIAL WIRING 
AND ELECTRICAL BLUEPRINT READING 


ELC 1103: 
12 


Provides instruction and application in the fundamentals of blueprint 
reading, planning, layout and installation of wiring in residential appli- 
cations such as services, switchboards, lighting, fusing, wire sizes, branch 
circuits, conduits, National Electrical Code regulations in actual building 
mock-ups. Basic theory, operating characteristics and application of 
vacuum tubes such as diodes, triodes, tetrodes, pentodes, and gaseous 
control tubes. An introduction to amplifiers using triodes, power sup- 
plies using diodes, and other basic applications. Principles of interpreting 
blueprints and specifications common to the electrical trade. An under- 
standing of symbols unique to this trade is required for a student to be 
able to progress. Prerequisite: ELC 1102 or have prior electrical 


knowledge 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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ELC 1104: COMMERCIAL AND INDUSTRIAL WIRING 12 
Basic industrial electronic systems such as motor controls, alarm systems, 
heating systems and controls, magnetic amplifier controls, welding con- 
trol systems using thyratron tubes, and other basic types of systems 
commonly found in most industries. Layout, planning, and installation 
of wiring systems in commercial and industrial complexes, with emphasis 
upon blueprint reading and symbols, the related National Electrical 
Codes, and the application of the fundamentals to practical experience 
in wiring, conduit preparation, and installation of simple systems. 


Prerequisite: ELC 1103 or have prior electrical knowledge 


ELC 1201: AC CIRCUITS MOTOR CONTROLS 


AND HOOK-UP 12 
A study of A.C. Circuits using inductive coils and capacitors, checking 
impedance, finding power factor, Cosine, phaseangle, working with 
coils, relays and a further study of magnetism and magnetic properties 
as applies in coils, relays, and motors. The sizing of feeders for motors 
and circuit protectors as required by the NEC code hook-ups and 


trouble shooting. 


ADVANCED RESIDENTIAL AND 
COMMERCIAL WIRING 


ELC 1202: 
14 


To develop a better understanding of blueprints and wiring layouts, 
symbols, and types of material used in different kinds of locations and 


conditions. To also give the student experience in the layout of jobs by 


plan and installation while acting as a crew leader. 





Horticulture 





This specialized program is designed to offer 


interested individuals extensive instruction and exper- 


ience in the field of Horticulture. 


Students participating in this program will receive 
practical and theoretical training in the following 
subject areas: soils and fertilizers, agricultural chem- 
icals, plant propagation, greenhouse construction and 
management, plant growth and development, book- 
keeping, marketing and all phases of the production of 
flowers, vegetables, fruits, bedding plants, potted 
plants, nursery stock and turf grasses. Upon com- 
pletion of their training, students will be well qualified 
to either set up and operate their own horticulture 
enterprise or work in a supervisory capacity for the 
various horticultural concerns which continually em- 
ploy individuals with the training’ and experience 
that can be obtained by participating in this cur- 


riculum. 


A diploma is awarded upon successful completion 


of the program. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances, 

- Must furnish transcript of credit from last school attended. 

- Must satisfactorily complete placement test battery. 

- Must have a personal interview with school representatives. 


mb 
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FIRST QUARTER 


HOR 1001 
HOR 1002 
ENG 1101 
MAT 1125 


Plant Growth & Development 
Soils & Soil Fertility 
Vocational English 
Vocational Mathematics 


SECOND QUARTER 


HOR 1005 
HOR 1010 
HOR 1020 
HOR 1003 


BUS 1110 


Vegetable Production | 

Bedding Plant Production 

Apple Culture 

Greenhouse Construction, 
Maintenance & Management 

Bookkeeping 


THIRD QUARTER 


HOR 1011 
HOR 1006 
HOR 1024 


HOR 1023 
HOR 1004 


Annual Plants 

Vegetable Production |] 

Nursery Production and 
Management 

Plant Propagation 

Agriculture Economics 


FOURTH QUARTER 


HOR 1012 
HOR 1026 
HOR 1018 
HOR 1008 


Perennial Plants 

Plant Identification | 

Agricultural Pesticides 

Insects & Disease of 
Horticulture Crops 


FIFTH QUARTER 


HOR 1028 
HOR 1013 
HOR 1027 
HOR 1021 


Grounds Maintenance 
Indoor Ornamentals 
Plant Identification 11 
Small Fruit Culture 


SIXTH QUARTER 


HOR 1029 


HOR 1014 
BUS 1103 
ENG 0204 


Landscape Design and 
Construction 

Floriculture Crops 

Smal! Business Management 

Oral Communications 


Total Hours: 





LEC. LAB. CR. HRS 
3 9 6 
3 6 5 
5 0 5 

BES ont) 3) 

16 15 21 
3 6 4 
2 6 4 
3 3 4 
2 3 3 

eit Paper’! aa 

12eeenO 19 
3 6 5 
1 6 3 
2 3 3 
3 3 4 

pS pa 2: 

12 18 18 
3 3 4 
3 6 5 
3 3 4 

YS HES: pt 

12 18 18 
2 6 4 
3 6 5 
3 6 5 

Be 2: 

11 21 18 
3 10 6 
3 6 5 
3 2 4 

Bey a) ae 

12 18 18 

112 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


HOR 1001: PLANT GROWTH AND DEVELOPMENT 6 


A basic botany and plant physiology course covering plant function 
from cell division to photosynthesis. 


HOR 1002: SOILS AND SOIL FERTILITY 5 


A course dealing with soil genesis, classification, properties and 
management. Instruction also covers plant nutrition, soil fertility, and 
plant growth as related to fertilization. 


HOR 1003: GREENHOUSE CONSTRUCTION, 


MAINTENANCE AND MANAGEMENT 3 


A study of greenhouse design and construction, everyday maintenance, 
and precise management of supportive material essential to the green- 
house industry. 


HOR 1004: AGRICULTURE ECONOMICS 3 


Agriculture Economics studies the basics of economics as they relate to 
agriculture. This will include a study of the marketing aspects of 
agricultural horticulture. 


HOR 1005: VEGETABLE PRODUCTION | 4 


Studies the origin, importance, distribution, botanical relationships, and 
principles of production and marketing of the major vegetable crops, and 
special emphasis laid to greenhouse conditions and practical application. 


HOR 1006: VEGETABLE PRODUCTION II 3 


Continues the study of vegetable crops with more emphasis on practical 
application in field production of crops. 


HOR 1008: INSECTS AND DISEASE OF 
HORTICULTURE CROPS 5 


Studies insects and their life cycles; identifying characteristics and con- 
trol. This course also covers plant diseases and their symptoms and 
control. 


HOR 1010: BEDDING PLANT PRODUCTION 4 


The basic floriculture course. Instruction covers soil mixes, light, water, 
and nutrients required of many annual plants. Laboratory time will be 
devoted to the production of bedding plants. 


HOR 1011: ANNUAL PLANTS 3 


A continuation of the basic floriculture course. Additional plants will be 
included in the instruction. Production techniques necessary for the 
marketing and use in the landscape of annual plants will be covered. 
Laboratory conducted in the greenhouse. 


HOR 1012: PERENNIAL PLANTS 4 


Studies the propagation and production of perennial plants as well as 
their use in the landscape. 


HOR 1013: INDOOR ORNAMENTALS 5 


Instruction in the production and maintenance of indoor ornamentals 
concentrating on tropical plants. Ornamentals used in interior decor- 
ations is covered. 


HOR 1014: FLORICULTURE CROPS 5 


Surveys the floriculture industry. Production and uses of floriculture 
crops both pot and cut. Laboratory conducted in the greenhouse. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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HOR 1018: AGRICULTURAL PESTICIDES 4 
Course deals with spraying of agricultural pesticides emphasizing impact 
on the environment, law, equipment, safety and proper use. After com- 
pletion of the course, the student should have the knowledge to pass the 
North Carolina Pesticide Applicator examination. 


HOR 1020: APPLE CULTURE 4 
A detailed study of apple production and orchard management. Orchard 
sites, apple varieties, nutritional requirements, techniques, insect and 
disease control, as well as harvesting and marketing will be included in 
the studies. 


HOR 1021: SMALL FRUIT CULTURE 4 
Concentrates on the production of small fruits including: grapes, straw- 
berries, blueberries and brambles. All aspects of production will be 
covered for each crop. 


HOR 1023: PLANT PROPAGATION 4 
Study of and practical experience in all methods of plant propagation, 
either sexual or vegetative, including underlying principles of plant 
behavior. 


NURSERY PRODUCTION AND 
MANAGEMENT 3 


HOR 1024: 


Covers the production of field and container nursery stock. Techniques 
necessary for the economical management of a nursery will be covered. 


HOR 1026: PLANT IDENTIFICATION | 5 
The identification of plants, concentrating on landscape plants. 
Instruction will include cultural care and use in the landscape. 
HOR 1027: PLANT IDENTIFICATION Il 5 


A continuation of Plant Identification |. Students will learn to identify 
more plants and their uses. 


LANDSCAPE DESIGN AND 6 
CONSTRUCTION 


HOR 1029: 


Combines plant material and the art of design in the landscape. Plant 
texture, color, and culture will be covered. There is actual designing and 
implementing of the design in laboratories. 


HOR 1028: GROUNDS MAINTENANCE 4 


Involves the maintenance of public, private, and institutional grounds. 
Emphasis will be placed on establishing and maintaining turf, planting 
and care of trees and shrubs, pest control and grounds maintenance 
equipment. 


Lumber Specialist 


it. 





This curriculum is designed to provide the 
student with a basic knowledge and understanding of 
both hardwood and pine lumber grading, as well as the 
operation of a dry kiln and planer mill and their re- 


lation to lumber as a finished product. 


A Lumber Specialist graduate should be able to 
assume the duties of either an apprentice lumber 
grader, planer mill operator or dry kiln operator. 
With the ability and understanding gained in this 
program and additional on-the-job training, he should 
become proficient in all three fields within a reason- 


able amount of time. 


The student will receive a diploma at the success- 
ful completion of the three-quarter curriculum. The 
advanced option may be taken by a student who has 
successfully completed the three-quarter course, and 
by certain individuals who have on-the-job experience 
in planer mill operation. Acceptance into the option 
will be at the discretion of the department head. A 
certificate will be awarded for the successful com- 


pletion of the advanced option. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances. 

2. Must furnish transcript of credit from last school attended. 

3. Must satisfactorily complete placement test battery. 

4. Must have a personal interview with school representatives. 
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FIRST QUARTER 


WPP 1202 Introduction to Hardwood 
Lumber Grading 10 4 HA 
WPP 1201 Physical Wood Structure and 
Macro Identification 1 1 1 
WPP 1207 Wood Moisture Relations and 
Lumber Drying 2 ee 3 
WPP 1214 Planer Mill Operation | 1 6 3 
MAT 1125 Vocational Mathematics ey 0 5 
REC 108 First Aid and Safety a4 pil =) 
21 14 26 
SECOND QUARTER 
WPP 1210 Hardwood Log Grading 
and Sealing 1 2 2 
WPP 1205 NHLA Rules and Lumber 
Identification 6 4 7 
WPP 1208 Hardwood Lumber Grading 
Practice | P 9 5 
WPP 1215 Planer Mill Operation 11 1 6 3 
WPP 1203 Introduction to Kiln Drying 2 a2 ps. 
2 23 20 
THIRD QUARTER 
WPP 1212 Pine Lumber Grading 7 6 9 
WPP 1213 Hardwood Lumber Grading 
Practice |] 2 9 5 
WPP 1216 Planer Mill Operation II] 1 6 3 
WPP 1211 Dry Kiln Operation a4 ous aks 
12 23 20 
Total Hours: 66 
FOURTH QUARTER - Advanced Options 
(Three Months Certificate Program) 
(Summer Quarter Only) 
WPP 1217 Advanced Planer Mill 
Operation 5 25 13 
OR 
WPP 1220 Log and Lumber Processing 
for Grade 9 26 18 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student's advisor. 


WPP 1201: PHYSICAL WOOD STRUCTURE AND 


MACRO IDENTIFICATION 1 


Covers identification of the commercially important species of the area. 


WPP 1202: INTRODUCTION TO HARDWOOD 


LUMBER GRADING 11 


A course designed to give the student an understanding of hardwood 


lumber grades, measurements, and inspection of hardwood lumber. 


WPP 1203: INTRODUCTION TO KILN DRYING 3 
Teaches the basics of lumber dry kiln operation including kiln types, 
auxiliary kiln equipment, inspection and maintenance of dry kilns, kiln 
samples, assembling kiln schedules, drying defects, and moisture content 
determination. Prerequisite: WPP 1207 


WPP 1205: NHLA RULES AND LUMBER 


IDENTIFICATION 7 


Memorization of hardwood lumber grading rules and development of 


speed and accuracy in application of grading rules for Appalachian 


hardwood lumber and its identification by species. Prerequisite: 
WPP 1202 
WPP 1207: WOOD MOISTURE RELATIONS 


AND LUMBER DRYING 3 


A course designed to cover the major fields of lumber drying as well as 


impart a knowledge of the mechanics of how wood dries. 


WPP 1208: HARDWOOD LUMBER GRADING 


PRACTICE | 5 


Memorization of hardwood lumber grading rules and development of 
speed and accuracy in application of grading rules for Appalachian 
hardwood lumber. Prerequisite: WPP 1202 


HARDWOOD LOG GRADING AND 
SCALING 2 


WPP 1210: 


A course designed to familiarize the student with the grading and 
scaling of three grades of logs. This is accomplished both by classroom 
work and actual practice. Prerequisite: WPP 1202 


WPP 1211: DRY KILN OPERATION 3 
Teaches the student how to operate a lumber dry kiln by discussion, 
observation and practice and through application of knowledge gained 
in previous courses. Prerequisite: WPP 1203, WPP 1207 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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WPP 1212: PINE LUMBER GRADING 9 


A course covering the fundamentals of SPIB pine grading rules and the 


measurement and inspection of southern pine lumber. 


WPP 1213: HARDWOOD LUMBER GRADING 


PRACTICE II 5 


A course designed to put into practice the NHLA rules learned in 
WPP 1205. This covers all phases of lumber grading as well as identifica- 
tion as will be experienced when on the job. Prerequisite: WPP 1202 
and WPP 1208 


WPP 1214: PLANER MILL OPERATION | 3 


A course designed to teach the basics of planer mill set-up, operation, 


repair and maintenance, and to provide practice in maintaining and 


Operating a planer mill. 


WPP 1215: PLANER MILL OPERATION II 3 


Deals with the operation, care and maintenance of a planer mill, 


simulating production operation and putting into practice those things 


learned in previous courses. Prerequisite: WPP 1214 


WPP 1216: PLANER MILL OPERATION III 3 


Operation of a planer mill on a production basis. Observing planer- 
matchers in operation at other mills and discussing planer mill problems 
with other planer-matcher operators during these visits. Prerequisite: 
WPP 1215 


WPP 1217: ADVANCED PLANER MILL OPERATION 13 


Operation, adjustment and maintenance of planer mill in lumber pro- 
duction situation. This course is available to students who have 
successfully completed WPP 1214, 1215, and 1216, or to persons who 
have certain on-the-job experiences and competences, at the discretion 


of the department head. 
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LOG AND LUMBER PROCESSING 18 


FOR GRADE 


WPP 1220: 


Major emphasis will be on upgrading hardwood lumber by more careful 
attention to bucking the log for highest log and lumber grade. Since 
grade directly affects value, edging and trimming the lumber for highest 
potential grade will also be taught along with related subjects including 
hardwood lumber grading, tree and wood identification, operation and 
maintenance of the chain saw, and safety in the woods and mill. While 
previous experience with certain on-the-job competencies, or completion 
of the Lumber Specialist curriculum, would be helpful, it is conceivable 
that a person could successfully complete the course with no prior 
formal training. Therefore, no prerequisite will be assigned the course 
and admission shall be at the discretion of the department head. 


Occupational Adjustment 





The Occupational Adjustment curriculum is 
designed to prepare the handicapped adult for com- 
petitive employment. The curriculum objective is to 
give the student the necessary skills to become as 
independent as his or her abilities and motivation 
allow. 

Training isnot geared toward any specific job but 
rather toward those basic skills that are necessary to 
secure and maintain employment. 

A minimum of twenty-six credit hours, including 
two successful quarters in an actual competitive em- 
ployment situation, are required for curriculum com- 
pletion; however, the total number of credit hours in 
this program is individualized and is, therefore, de- 
pendent on the student’s needs and basic abilities. 

This program, for which a specialized diploma is 
awarded for successful completion, is designed for 
those people who are accepted into the Sheltered 
Workshop but have the abilities and motivation to 
adjust not only personally and socially to the area of 
competitive employment, but also to adjust from the 
consumer education standpoint as well. 


Accurate evaluation that the person has indeed 
adjusted to competitive employment is assured since 
the student must complete successfully two quarters 
of on-the-job training. In the event that the person is 
not able to develop to the extent that he or she can 
leave the Sheltered Workshop for competitive employ- 
ment, that person may still remain with the Sheltered 
Workshop in the traditional sense. 

In the opinion of Haywood Technical Institute 
personnel, the addition of this curriculum will truly 
extend the ‘‘Open Door”’ to a segment of society for 
which little or nothing has been done in the past. The 
Community College philosophy of the ‘‘Open Door’”’ 
can become more of a reality than ever before. 


ADMISSION REQUIREMENTS: 


1. Must be a client in the Haywood Tech Sheltered Workshop. 


2. Must demonstrate that he/she can benefit from the curriculum 
program. 


3. Must be selected to participate in the program by Haywood Tech 
Sheltered Workshop personnel. 
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Occupational Adjustment 


FIRST QUARTER LEC. LAB. CR.HRS. 
OAJ 1110 Introduction to 
Community Living 6 9 9 
OAJ 1120 Work Adjustment 40 et 1Ge wh 
1Onee25 18 


SECOND QUARTER 


OAJ 1111 Community Living 
Skills 9 6 11 
OAJ 1121 Work Adjustment 247 4165 sh 
13 22 20 
THIRD QUARTER * - Required 
OAJ 2001 On-the-Job Training 0 40 4 
FOURTH QUARTER - Required 
OAJ 2002 On-the-Job Training Oo 40 4 
Mininvum Number of Quarter Hours: 26 


*All students are required to take OAJ 1110, 1120, 2001, 
and 2002. Each course in the curriculum may be repeated 
one time if a grade of unsatisfactory is received the first 
time. 


Deviations from the program outlined or electives must be 
approved by the Department Head in cooperation with the 
student’s advisor. 


OAJ 1110: INTRODUCTION TO COMMUNITY LIVING 9 
OAJ 1110 is designed to serve two purposes: 1) to give the instructor an 
idea of the level of adjustment of the individual student, and 2) to give 
the student an idea of what skills are necessary for successful independent 
living within the community. Role playing and group methods will be 
the primary means of accomplishing the stated objectives both in the 


classroom and in the production area. 


OAJ 1111: COMMUNITY LIVING SKILLS 11 
The Community Living Skills series of courses deals with the basic skills 
introduced in 1110. This series is more individualized and utilizes peer 
influence in providing motivation for acquiring the independent living 
skills. Consumer education and personal and social adjustment are 


emphasized through lecture, discussion, and group methods. 


OAJ 1120: WORK ADJUSTMENT 9 
The work adjustment program revolves around an environment that is 
very similar to competitive employment. Sub-contracts secured from 
local businesses and industries are used as practical experiences. It is 
essential that money be used as a motivation. Work adjustment allows 
the individual enough practical experience to determine where the 
person’s abilities and interests lie in the work world. The purpose is not 
to train students for a specific job, but to engender a basic knowledge 


of habits, attitudes, and skills which are necessary in any job. 


OAJ 1121: WORK ADJUSTMENT 9 
If, at the end of OAJ 1120, the student has not made sufficient 
progress in work adjustment to advance to on-the-job training, his 


training is continued, 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 


OAJ 2001: ON-THE-JOB TRAINING 4 


On-the-job training is the final stage of the curriculum program. Its 
purpose is to help the handicapped individual make the transition from 
the workshop to competitive employment. OAJ 2001 will be an exten- 
tion of the workshop training and may be held in the workshop under 


strict employment conditions. Continuous efforts will be made to place 


the student by the end of the quarter. 


OAJ 2002: ON-THE-JOB TRAINING 4 
The final quarter is on-the-job training outside of the workshop. The 
student must successfully complete three consecutive months of 


employment. Successful performance is determined by both the 


employer and the workshop staff. 





Practical Nurse Education 





The accelerated growth of population in North 
Carolina and rapid advancement in medical technology 
demand an increased number of well-trained personnel 
for health services. Realizing this need, State Depart- 
ment of Community Colleges, in conjunction with local 
hospitals, administers programs of Practical Nurse 
Education in local schoo! systems, community colleges 
and technical institutes. 

The aim of the Practical Nurse Education program 
is to prepare qualified persons for participation in care 
of patients of all ages, in various states of dependency, 
and with a variety of illness conditions. 

Throughout the one-year program, the student is 
expected to progress in the acquisition of knowledge, 
the performance of nursing skills, and adjustment to 
the nursing situation. 

Graduates of this accredited program of Practical 
Nurse Education are eligible to take the licensing exam- 
ination given by the North Carolina Board of Nursing. * 
A passing score entitles the individual to receive a 
license and to use the legal title ‘‘Licensed Practical 
Nurse’’. The Licensed Practical Nurse can apply for 
licensure in other states. 

The LPN is prepared to function in a variety of 
situations: hospitals of all types, nursing homes, clinics, 
doctors’ and dentists’ offices and, in some localities, 
public health facilities. In all situations the LPN func- 
tions under supervision of a registered nurse or licensed 
physician. This supervision may be minimal in situ- 
ations where the patient’s condition is stable and not 
complex; or it may consist of continuous direction in 
situations requiring the knowledge and skills of the 
registered nurse or physician. In the latter situation, 
the LPN may function in an assisting role in order to 
avoid assuming responsibility beyond that for which 
the one-year program can prepare the individual. 
A diploma is awarded at the successful completion of 
the program. 


*The State Board of Nursing may deny license to individuals ‘‘con- 


victed of a felony or any crime involving moral turpitude’’. 
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CRITERIA FOR STUDENT SELECTION 


] Acceptable scores on pre-entrance tests. 

Z High school graduation or G.E.D. certificate. 
3. Personal references (3). 
A 


Reports of medical and dental examinations plus 
immunization records. 


5: Interview with member of Practical Nurse Education 
faculty. 
Gi. Expressed interest in nursing. 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


FIRST QUARTER (Prerequisite: Admission Requirements) 
LEC. LAB. CL..CR2HES: 


PNE 1101 Vocational Adjustments | 4 Oo 4 
PNEW1 02 Body Structure & Function 5 4 O 7 
PNE 1103 ~~ Nursing Skills 5 5a740 7 
PNE 1104 ~=Nutrition & Diet Therapy 4 Orc) 4 
MAT 201 Introduction to Metrics ~ Soe 0. OME 
21 9 O 25 


SECOND QUARTER (Prerequisite: First Quarter Work) 


PNE 1105 Medical-Surgical Nursing | 6 Pe) rf 
PNE 1106 Nursing Care of Children | 6 OU 6 
PNE 1107 Nursing Care of Mother & 
Newborn | 3 0 0 S 
PNE 1108 Drugs & Administration | 3 0. 0 3 
PNE 1109 ~~ Clinical | SON OFA noe 
18 Zea 24 
THIRD QUARTER (Prerequisite: Second Quarter Work) 
PNE 1110 Medical-Surgical Nursing || 5 Ono > 
PINES Nursing Care of Children |] 2 OF 6 2 
PNE 1112 Nursing Care of Mother & 
Newborn I] Z OO 2 
PNE 1113 Drugs & Administration I] 2 OF 20 ye 
PNE 1114 Communicable Diseases 2 Ohmad 2 
PNEM lS aeeClinicaliy Ow Ones aes 
13 Oia 20 
FOURTH QUARTER (Prerequisite: | Third Quarter Work) 
PNE 1116 = Medical-Surgical I11 i O ea@ i, 
PNEaE LE? Emergency & Disaster Nursing 2 Ciao) Z 
PNE 1118 Vocational Adjustments II 2 QT FeO Z 
PNE 1119 Mental Disorders 2 Oreo 2 
PNE 1120 — Clinical III 40" 0 219 bok. 
tS 0.21 20 
Total Hours: oo hh aria 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


PNE 1101: VOCATIONAL ADJUSTMENTS | 4 
i) 

A study of the principles of good personal and vocational behavior of the 

practical nursing student to enable her/him to work with ease and intelli- 


gence with the health team as well as with the community at large. 


PNE 1102: BODY STRUCTURE AND FUNCTION 7 


This course is designed to give the beginning student an understanding 
of basic science principles and their relationship to practical nursing. 
This course includes study of the structure and function of the human 
body and its systems and provides a foundation for subsequent study 
of the nursing care of patients with alteration of body functions. 


PNE 1103: NURSING SKILLS 7 


This course provides the opportunity for students to gain knowledge 
of principles which are basic to effective and safe nursing care through 
a study of the basic daily needs of all persons in sickness and health. 
Basic skills for meeting patient needs are developed in laboratory practice. 
Also, included is the development of appreciations which will assist the 
student’s understanding her role as a member of the medical team, and 
in adequate reporting and recording. 


PNE 1104: NUTRITION AND DIET THERAPY 4 


Normal nutrition is taught in this course as a basis for understanding the 
dietary needs of patients. Diet requirements for various age groups and 
the special dietary needs during illness, pregnancy and lactation are also 
taught. 


PNE 1105: MEDICAL-SURGICAL NURSING I 7 


This course is abeginning study of common illness conditions. Emphasis 
is placed on application of nursing principles to meet the needs of adult 
patients with varying degrees of illness in medical-surgical conditions. 
Stress is placed on the nursing needs of patients with alteration of body 
functions resulting from disorders of body systems. 


PNE 1106: NURSING CARE OF CHILDREN | 6 


This course is designed to provide opportunities for students to acquire 
the knowledge, understanding and skills needed for rendering safe and 
effective nursing care to children of all ages, with varying degrees of ill- 
ness. Classroom instruction provides the background essential for planned 
clinical experiences centered around analysis of nursing needs and formu- 
lation of a nursing care plan to meet individual needs of each patient. 


PNE 1107: NURSING CARE OF MOTHER & NEWBORN | 3 


This is a study of the physical and emotional changes as well as the com- 
ponents of good health care for the pregnant woman. Material presented 
emphasizes the nursing care of ontepartum, labor, delivery, and the post- 
partum phase. 


PNE 1108: DRUGS AND ADMINISTRATION | 3 


A course supplying specific information regarding sources, preparation 
and administration of drugs as well as main forms of drugs and methods 
of measurement. Emphasis is placed on the effects of drugs and safety 
precautions to be exercised. 


PNE 1109: CLINICAL | 5 


Due to the structure of the program, this course offers selected clinical 
experience in one or a combination of three specialties which include 
medical-surgical nursing, care of the maternity patient and the newborn 
infant as well as nursing of infants and children. Careful supervision is 
given the student to insure maximum opportunity to develop nursing 
skills. Assignments are correlated to classroom instruction. 


PNE 1110: MEDICAL-SURGICAL NURSING Il 5 


A continuation of PNE 1105 with the theoretical and clinical experience 
centered around the more common medical-surgical conditions requiring 
more skillful nursing measures. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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PNE 1111: NURSING CARE OF CHILDREN Il 2 


A continuation of PNE 1106 with emphasis on the more complex 
medical and surgical conditions in infants and children. 


PNE 1112: NURSING CAREOF MOTHERAND NEWBORNII 2 


A continuation of PNE 1107 with emphasis on problems that the preg- 
nant woman may encounter during pregnancy, labor, delivery and puer- 
perium. 


PNE 1113: DRUGS AND ADMINISTRATION II 2 


A continuation of PNE 1108 with emphasis placed on the drugs, their 
dangers, safe and intelligent administering of drugs and the laws govern- 
ing their use and control. The basic concept of drug therapy and the 
appreciation of the responsibilities of the necessary limitations of the 
Licensed Practical Nurse in the administration of medicines. Also, basic 
skills in administering injections are taught. 


PNE 1114: COMMUNICABLE DISEASES 2 


A study and practical experience which is designed to enable the student 
to perform skillfully the nursing techniques involved in caring for a 
patient in isolation. Attention is placed upon infectious disorders, their 
distinguishing features, the treatment, nursing care, prevention, and 
control. 


PNE 1115: CLINICAL II 7 


Continuation of PNE 1109. Again assignments are made to correlate 
with classroom instruction. Patients with more complex nursing care 
needs are assigned to the student. The concept of total patient care is 
fostered. 


PNE 1116: MEDICAL-SURGICAL NURSING III 7 


This course is a continuation of Medical-Surgical Nursing | and 11 which 
stresses guided learning experiences with the application of concepts 
developed in previous portions of the course. 


PNE 1117: EMERGENCY AND DISASTER NURSING 2 


A learning experience which is designed to furnish the student with 
information which enables them to perform with skill and understanding 
in those situations that are the results of catastrophe and disaster. 


PNE 1118: VOCATIONAL ADJUSTMENTS II 2 


This course is structured to assist the individual in making the transition 
from the role of student to that of a functional member of the health 
team. Study of ethical procedures for obtaining, holding and resigning 
employment, the legal aspects of nursing, and the LPN’s responsibility to 
her self, her profession, her patient and employer. Provision is made for 
the practical nurse to better understand her professional associations and 
the values to be gained by active participation in them. 


PNE 1119: MENTAL DISORDERS 2 


In this course the fundamental concepts of mental health and personality 
adjustments are reviewed as a background for the study of mental dis- 
orders: neuroses, psychoses, and personality disorders. Emphasis is 
placed upon symptoms of mental disorders and treatment of the con- 
dition, to enable the person to live in society as a productive individual. 


PNE 1120: CLINICAL Ill 7 


This course is a continuation of Clinical | and II. Total patient care is 
carried out which provides the student additional opportunity to im- 
prove upon her nursing skills. Instructors supervise the student in 
administration of medicines to complete the concept of total patient 
care. 


MAT 201: INTRODUCTION TO METRICS 3 


The course is designed to acquaint the student with the Apothecaries’ 
and metric systems of weights and measures. A review of fractions, 
decimals, per cent, ratio and proportion will be given. 


Production Crafts 


The Production Crafts program is a seven-quarter 
curriculum designed to prepare students to become 
self-employed studio craftsmen. Students may choose 
one area of specialization from the following four: 
Clay, Fiber, Metal, or Wood. The objectives of the 
program are to produce craftsmen with design sensi- 
tivity, technical competency in their chosen medium, 
and the practical business skills necessary for earning 
a living. 

Elective courses are an opportunity to pursue in 
depth a subject of special interest to the student. 
These subjects may or may not have been touched on 
in the general courses for the student's area of 
specialization. Students are required to take four 
elective courses. These courses will be chosen from 
the student’s major area. Students may receive 
elective credit for courses outside the major area or 
for courses in parallel Haywood Technical Institute 
programs if such courses are deemed applicable by the 
major faculty advisor. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education. 


2. Must submit transcripts of high school and post-high school 
education. 


3. Must satisfactorily complete placement test battery. 
- Must have a personal interview with school representatives. 





Clay Major 





FIRST QUARTER 


LEC. LAB. CR. HRS. 


CCR 1001. = Clay Techniques | 3 15 8 
CCR 1007 _ ~—— Introduction Clay Design | 1 2. 2 
PCR 1012  ~=Basic Drawing a4 4 ae 
6 21 13 
SECOND QUARTER 
CCR 1002 Clay Techniques !1 3 15 8 
CCR 1008 _ = Clay Design II 1 1 1 
PCR 1001 Two-Dimensional Design 0 6 Ze 
—-—————- Elective we ee an 
6 24 14 
THIRD QUARTER 
CCR 1003 Clay Techniques III 3 15 8 
CCR 1009 Clay Design III 1 1 1 
PCR 1002 = Three-Dimensional Design 0 6 2 
PCR 1013 Business and Legalities | m4, 20) 4 
8 22 15 
FOURTH QUARTER 
CCR 1004 Clay Techniques IV =) 15 8 
CCR 1010 Clay Design IV 1 1 1 
PCR 1005 Photography 1 3 P 
--—--——- Elective 2) 4 “5 
7 2a 14 
FIFTH QUARTER 
CCR 1005 - Clay Production 3 15 8 
CCR 1011 Clay Design V 1 1 1 
CCR 1015 = Clay/Studio Planning 2 3 2 
----~---~- Elective #2! 4 acd 
i, 23 14 
SIXTH QUARTER 
CCR 1013 =Clay Studio 3} 15 8 
CCR 1012 Clay Design VI 1 1 1 
PCR 1014 Marketing/Merchandising (@) 4 1 
*PCR 1007 Internship 0 6 2 
or Special Problems 
or Supplemental Workshop cz, i ie 
4 26 12 
SEVENTH QUARTER 
CCR 1006 Clay Studio Advanced 3 15 8 
CCR 1014 _ = Clay Design VII 1 1 1 
PCR 1008 = Exhibition (0) 4 1 
aoe Elective bie ar > 
6 24 13 
Total Hours 95 
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*Student may choose one of three. 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


PCR 1001: TWO-DIMENSIONAL DESIGN vA 
A beginning approach to the principles and elements of design through 
applied problems in line texture, shape and space, color, balance, 
dominance, rhythm and proportions and harmony. 


PCR 1002: THREE-DIMENSIONAL DESIGN 2 
A more advanced approach to the principles and elements of design 
with practical application to three-dimensional forms. 


PCR 1005: PHOTOGRAPHY 2 
An introduction to black and white and color photography, including 
basic photographic concepts, equipment, film, light, color, presentation, 
backgrounds, and beginning darkroom techniques, 


PCR 1007: INTERNSHIP 2 


Practical experience in the working operation of a crafts guild, crafts 
cooperative, museum, gallery, or an individual studio, 


PCR 1008: EXHIBITION 1 
Participation in a show or crafts fair. 
PCR 1010: SUPPLEMENTAL WORKSHOP I 2 


An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1011: SUPPLEMENTAL WORKSHOP II 2 


An off-campus workshop of the student’s choice with approval of the 


major faculty advisor, 

PCR 1012: BASIC DRAWING 3 
A fundamental drawing course to include sketching, elementary 
mechanical drawing, and rendering. 

PCR 1013: BUSINESS AND LEGALITIES | 4 


An introductory course to cover numerous general topics relating to 


the financial and legal aspects of establishing a small business. 


PCR 1014: MARKETING AND MERCHANDISING 1 


A series of seminars on display, pricing, selling, advertising, wholesale 
and retail markets, fairs, special sales, open house, business cards, 
brochures, and catalogues. 
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CCR 1001: CLAY TECHNIQUES | 8 
An introduction to ceramic materials and forming methods treating 
both historical and contemporary means of producing clay objects: 
preparing, storing, forming, trimming, drying, firing, and glazing 
ceramic ware, 


CCR 1002: CLAY TECHNIQUES II 8 
Forming techniques; types of kilns, more advanced glazing methods, 
and theory of ceramic raw materials, 


CCR 1003: CLAY TECHNIQUES III 8 
Advanced forming techniques with emphasis on controlling larger 
amounts of clay to meet increased requirements of width and height. 
Continued theory of ceramic raw materials and kiln construction. 


CCR 1004: CLAY TECHNIQUES IV 8 
Advanced throwing techniques; ceramic chemistry; kiln design and 
construction. 


CCR 1005: CLAY PRODUCTION 8 
Production techniques which include designing and choosing items for 
production, Importance will be given to time studies in relation to 
pricing, 


CCR 1006: ADVANCED CLAY STUDIO 8 
Student selected items for production in preparation for a crafts fair 
or individual show, Emphasis wiil be placed on production, display 
and pricing. 


CCR 1007: INTRODUCTION CLAY DESIGN | 2 


A historical study of ceramic development and the contributions of the 
most important periods, 


CCR 1008: CLAY DESIGN II 1 
A study of functional clay items of the past and present, 
CCR 1009: CLAY DESIGN Ill 1 


A survey of contemporary clay crafts people and of contemporary 
periodicals. 


CCR 1010: CLAY DESIGN IV 1 


A study of relationship of nature and clay; nature as a source for 
designing. 


CCR 1011: CLAY DESIGN V 1 
The study of design techniques of major periods in clay. 
CCR 1012: CLAY DESIGN VI 1 
Using the physical properties of clay in designing. 

CCR 1013: CLAY STUDIO 8 


Continued study of advanced ceramic techniques and chemistry. 


CCR 1014: CLAY DESIGN VII 1 


A continuation of study of Clay Design VI. 


CCR 1015: CLAY/STUDIO PLANNING 2 


The organization, layout, equipment, and supplies necessary to begin a 
working studio. 


Production Crafts 
Fiber Major 





The Production Crafts program is a seven-quarter 
curriculum designed to prepare students to become 
self-employed studio craftsmen. Students may choose 
one area of specialization from the following four: 
Clay, Fiber, Metal, or Wood. The objectives of the 
program are to produce craftsmen with design sensi- 
tivity, technical competency in their chosen medium, 
and the practical business skills necessary for earning 
a living. 

Elective courses are an opportunity to pursue in 
depth a subject of special interest to the student. 
These subjects may or may not have been touched on 
in the general the student's area of 
specialization. Students are required to take four 
elective courses. These courses will be chosen from 
the Students may receive 
elective credit for courses outside the major area or 
for courses in parallel Haywood Technical Institute 
programs if such courses are deemed applicable by the 
major faculty advisor. 


courses for 


student’s major area. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education. 


Must submit 
education. 


Must satisfactorily complete 
Must have a_ personal 


7 4 transcripts of high school and post-high school 


3. Placement test battery. 


interview with school representatives. 
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FIRST QUARTER 


LEC. LAB. CR. HRS. 


FCR 1001 _~——‘ Introduction to Fiber 3 15 8 
FCR 1007 _~—_—Introduction Fiber Design | 1 2 2 
PCR 1012 = Basic Drawing 229 4 Ley 
6 21 13 
SECOND QUARTER 
FCR 1002 Rug Weaving : 15 8 
FCR 1008 __—‘ Fiber Design II 1 1 1 
PCR 1001 Two-Dimensional Design 0 6 2 
-—————=- Elective <2 24 _3 
6 24 14 
THIRD QUARTER 
FCR 1003 ~=Fabric Weaving 3 15 8 
FCR 1009 _—‘ Fiber Design III 1 1 1 
PCR 1002 Three-Dimensional Design 0 6 2 
PCR 1013 Business and Legalities | 4g sO! 4 
8 22 15 
FOURTH QUARTER 
FCR 1004 #Multi-Harness Weaving @ 15 8 
FCR 1010 Fiber Design IV 1 1 1 
PCR 1005 = Photography 1 3 2 
----~---- Elective mee) 4 3 
u 23 14 
FIFTH QUARTER 
FCR 1013 Clothing and Costume 6 15 8 
FCR 1011 Fiber Design V 1 1 1 
FCR 1015 _~~-Fiber/Studio Planning 1 3 2 
——------—--— Elective 52a is) 
Vi 23 14 
SIXTH QUARTER 
FCR 1005 ~~ Production Weaving 3 15 8 
FCR 1012 ~~ Fiber Design V1 1 1 1 
PCR 1014 #Marketing/Merchandising (6) 4 1 
*PCR 1007 ‘Internship 0 6 2 
*PCR 1010 Supplemental Workshop 
*FCR 1030 Special Problems Re ant Te 
4 26 182 
SEVENTH QUARTER 
FCR 1006‘ Fiber Studio 3 15 8 
FCR 1014 ‘Fiber Design VII 1 1 1 
PCR 1008 ~— Exhibition 0 4 1 
woe —- Elective m2) _4 23: 
6 24 13 
Total Hours 95 


*Student may choose one of three. 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


PCR 1001: TWO-DIMENSIONAL DESIGN 2 
j 

A beginning approach to the principles and elements of design through 

applied problems in line texture, shape and space, color, balance, 

dominance, rhythm and proportions and harmony. 


PCR 1002: THREE-DIMENSIONAL DESIGN 2 
A more advanced approach to the principles and elements of design 
with practical application to three-dimensional forms. 


PCR 1005: PHOTOGRAPHY 2 
An introduction to black and white and color photography, including 
basic photographic concepts, equipment, film, light, color, presentation, 
backgrounds, and beginning darkroom techniques. 


PCR 1007: INTERNSHIP 3 


Practical experience in the working operation of a crafts guild, crafts 
cooperative, museum, gallery, or an individual studio. 


PCR 1008: EXHIBITION 1 
Participation in a show or crafts fair. 
PCR 1010: SUPPLEMENTAL WORKSHOP | 2 


An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1011: SUPPLEMENTAL WORKSHOP II 2 


An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1012: BASIC DRAWING 3 
A fundamental drawing course to include sketching, elementary 
mechanical drawing, and rendering. 

PCR 1013: BUSINESS AND LEGALITIES | 4 


An introductory course to cover numerous general topics relating to 
the financial and legal aspects of establishing a small business. 


PCR 1014: MARKETING AND MERCHANDISING 1 
A series of seminars on display, pricing, selling, advertising, wholesale 
and retail markets, fairs, special sales, open house, business cards, 
brochures, and catalogues. 
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FCR 1001: INTRODUCTION TO FIBER 8 


An introduction to weaving - procedures for warping a floor loom; 
plain, twill, pattern, lace, and tapestry weaves; basic finishing techniques. 


FCR 1002: RUG WEAVING 8 


Rug weaving techniques including warping methods, Navajo rug 
weaving, pile surfaces, tapestry techniques and loom controlled 
patterned rugs in both warp faced and weft faced design. 


FCR 1003: FABRIC WEAVING 8 


An exploration of fabric production on the four-harness loom, The 
students will study design, drafting, and weaving of four-harness loom 
controlled patterns for fabrics, They will study the various methods of 
finishing, displaying, and using the textiles they produce, 


FCR 1004: MULTI-HARNESS WEAVING 8 


Advanced weaving techniques using a multi-harness loom, including 
methods of combining four-harness patterns, weaves requiring eight or 
more harnesses, and multiple layered weaves such as finn-weave, loom 
controlled double weave blocks, and three-dimensional sculptural weaves. 


FCR 1005: PRODUCTION WEAVING 8 


Production weaving techniques including sectional warping and other 
production warp preparation techniques; fly-shuttle weaving; and studio 
production of multiples of specific design/price categories. 


FCR 1006: FIBER STUDIO 8 


The student will design and produce original fiber work suitable for 
presentation in a gallery show or for participation in a crafts fair. 


FCR 1007: INTRODUCTION FIBER DESIGN | 2 


Designing from the environment - a practical approach to discovering 
color, texture, and form in the world around us, 


FCR 1008: FIBER DESIGN II 1 
A cultural survey of the major weaving traditions of the world. 
ECR 1009: FIBER DESIGN Ii 1 


A survey of surface design techniques and the principles of graphic 
design for fabric, 


FCR 1010: FIBER DESIGN IV 1 


Graphic design and technical drafting of weaves for the multi-harness 
loom. 


FCR 1011: FIBER DESIGN V 1 


A survey of clothing and costume design through history, including 
contemporary fashion design. 


FCR 1012: FIBER DESIGN VI 1 


Development of product designs suitable for production in multiples 
and sale in a variety of markets. 


FCR 1013: CLOTHING AND COSTUME 8 


Clothing and costume design and production. Pattern making, sewing 
techniques for handwoven cloth, finishing and display of handwoven 
garments. 


FCR 1014: FIBER DESIGN VII 1 
Independent study of one contemporary design trend. 
FCR 1016: FIBER/STUDIO PLANNING 2 


The organization, layout, equipment, and supplies necessary to begin 
a working studio, 


Production Crafts 
Metal Major 


The Production Crafts program is a seven-quarter 
curriculum designed to prepare students to become 
self-employed studio craftsmen. Students may choose 
one area of specialization from the following four: 
Clay, Fiber, Metal, or Wood. The objectives of the 
program are to produce craftsmen with design sensi- 
tivity, technical competency in their chosen medium, 
and the practical business skills necessary for earning 
a living. 

Elective courses are an opportunity to pursue in 
depth a subject of special interest to the student. 
These subjects may ot may not have been touched on 
in the general the student’s area of 
specialization. Students are required to take four 
elective courses. These courses will: be chosen from 
the Students 
elective credit tor courses outside the major area or 


courses for 


student's major. area. may receive 


for courses in parallel Haywood Technical Institute 
programs if such courses are deemed applicable by the 
major faculty advisor. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education. 


2. Must submit 
education. 


3. Must satisfactorily 
4. Must have a 


transcripts of high school and post-high school 


complete 
personal 


Placement 
interview with 


test battery. 
school representatives. 








FIRST QUARTER 
MCR 1001 


LEC. LAB. CR. HRS. 
Metal Techniques | 5 15 8 


MCR 1007 ‘Introduction Metal Design | 1 2 2 
PCR 1012 _ ~— Basic Drawing ‘52 as ac 
6 21 ie 
SECOND QUARTER 
MCR 1002 Metal Technicques II 3 15 8 
MCR 1008 _ Metal Design I 1 1 1 
PCR 1001 Two-Dimensional Design 0 6 2 
-----—------- Elective 2) 4 Si) 
6 24 14 
THIRD QUARTER 
MCR 1003. Metal Techniques III 3 15 8 
MCR 1009 Metal Design III 1 1 1 
PCR 1002 Three-Dimensional Design 0 6 2 
PCR 1013 Business and Legalities | ~4 20) 4 
8 22 15 
FOURTH QUARTER 
MCR 1004 Metal Techniques IV 3 15 8 
MCR 1010 Metal Design IV 1 1 1 
PCR 1005 = Photography 1 3 2 
waw-e—--—-- Elective 24: 133 
7] 23 14 
FIFTH QUARTER 
MCR 1013 Metal Techniques V 3 15 8 
MCR 1011 + Metal Design V 1 1 1 
MCR 1015 Metal/Studio Planning 1 3 2 
~------—--- Elective “2a &: 3 
7 2g: 14 
SIXTH QUARTER 
MCR 1005 Metal Production S 15 8 
MCR 1012 Metal Design V1 1 1 1 
PCR 1014 #Marketing/Merchandising 0 4 1 
*PCR 1007 ‘Internship 6) 6 2 
*PCR 1010 Supplemental Workshop 
*MCR 1030 Special Problems ey Ye. the 
4 26 1172 
SEVENTH QUARTER 
MCR 1006 Metal Studio 3 15 8 
MCR 1014 Metal Design VII { 1 1 
PCR 1008 Exhibition (0) 4 1 
- Elective ays 4 Js 
6 24 is} 
Total Hours 95 
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PCR 1001: TWO-DIMENSIONAL'DESIGN 2 
A beginning approach to the principles and elements of design through 
applied problems in line texture, shape and space, color, balance, 
dominance, rhythm and proportions and harmony. 


PCR 1002: THREE-DIMENSIONAL DESIGN 2 


A more advanced approach to the principles and elements of design 
with practical application to three-dimensional forms. 


PCR 1005: PHOTOGRAPHY 2 


An introduction to black and white and color photography, including 
basic photographic concepts, equipment, film, light, color, presentation, 
backgrounds, and beginning darkroom techniques, 


PCR 1007: INTERNSHIP 3 


Practical experience in the working operation of a crafts guild, crafts 
cooperative, museum, gallery, or an individual studio, 


PCR 1008: EXHIBITION 1 


Participation in a show or crafts fair. 


PCR 1010: SUPPLEMENTAL WORKSHOP | 2 
An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1011: SUPPLEMENTAL WORKSHOP II 2 
An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1012: BASIC DRAWING 3 
A fundamental drawing course to include sketching, elementary 
mechanical drawing, and rendering. 


PCR 1013: BUSINESS AND LEGALITIES | 4 
An introductory course to cover numerous general topics relating to 
the financial and legal aspects of establishing a small business. 


PCR 1014: MARKETING AND MERCHANDISING 1 
A series of seminars on display, pricing, selling, advertising, wholesale 
and retail markets, fairs, special sales, open house, business cards, 
brochures, and catalogues, 


MCR 1001: METAL TECHNIQUES | 8 


An introductory course providing instruction in metal properties, 
proper use of tools, basic metal construction techniques, and mixed 
media jewelry, 


MCR 1002: METAL TECHNIQUES II 8 


A study of materials, equipment and proper procedures to produce 
jewelry and hollowware by casting, electroforming and die forming. 


MCR 1003: METAL TECHNIQUES III 8 


A study of materials, equipment, and proper procedures to produce 
jewelry and hollowware by raising, forging, and shell structures, 


MCR 1004: METAL TECHNIQUES IV 8 


A study of decorative and finishing techniques, including repoussé, 
reticulation, etching, stone setting, and roll printing. 


MCR 1005: METAL PRODUCTION 8 


Jewelry repair, chains, hinges, and rubber mold procedures, including 
wax injecting, vulcanizing, mold cutting, and multiple spruing. 


MCR 1006: METAL STUDIO 8 


Preparation for a crafts fair or show. 


MCR 1007: METAL DESIGN I 1 


The principles and elements of design as related to two-dimensional 
and basrelief jewelry. 


MCR 1008: INTRODUCTION METAL DESIGN | 2 


The principles and elements of design as related to three-dimensional 
jewelry and hollowware. 


MCR 1009: METAL DESIGN III 1 


A problem solving course in methods of improving design by utilizing 
forming techniques, 


MCR 1010: METAL DESIGN IV 1 


A problem solving course in methods of improving design by utilizing 
decorative and finishing techniques. 


MCR 1011: METAL DESIGN V 1 


Integrity of materials - utilizing the inherent qualities of metal and 
other materials to create jewelry. 


MCR 1012: METAL DESIGN VI 1 


A historical survey of the influence of civilizations and art movements 
on contemporary jewelry design. 


MCR 1013: METAL TECHNIQUES V 8 


A study of materials, equipment and the proper procedures to decorate 
and finish jewelry and hollowware by mokume, granulation, stamping, 
inlay, and electroplating. 


MCR 1014: METAL DESIGN VII 1 


A survey of contemporary jewelers and their design philosophy. 


MCR 1015: METAL/STUDIO PLANNING 2 


The organization, layout, equipment, and supplies necessary to begin a 
working studio. 
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Production Crafts 
Wood Major 





The Production Crafts program is a seven-quarter 
curriculum designed to prepare students to become 
self-employed studio craftsmen. Students may choose 
one area of specialization from the following four: 
Clay, Fiber, Metal, or Wood. The objectives of the 
program are to produce craftsmen with design sensi- 
tivity, technical competency in their chosen medium, 
and the practical business skills necessary for earning 
a living. 

Elective courses are an opportunity to pursue in 
depth a subject of special interest to the student. 
These subjects may or may not have been touched on 
in the general courses for the student's area of 
specialization. Students are required to take four 
elective courses. These courses will be chosen from 
the student’s major area. Students may receive 
elective credit for courses outside the major area or 
for courses in parallel Haywood Technical Institute 
programs if such courses are deemed applicable by the 
major faculty advisor. 


SPECIFIC ENTRANCE REQUIREMENTS: 


1. Must be a high school graduate or have a state approved equivalent 
education. 


2. Must submit transcripts of high school and post-high school 
education. 


3. Must satisfactorily complete 
4. Must have a _ personal 


Placement test battery. 
interview with school representatives. 
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FIRST QUARTER 


WCR 1001 Wood Techniques | 
WCR 1007 ‘Introduction Wood Design | 
PCR 1012 = Basic Drawing 


SECOND QUARTER 


WCR 1002 Wood Techniques II 
WCR 1008 Wood Design II 

PCR 1001 Two-Dimensional Design 
---------— Elective 


THIRD QUARTER 


WCR 1003 Wood Techniques III 
WCR 1009 Wood Design III 

PCR 1002 ~=Three-Dimensional Design 
PCR 1013 ~~ Business and Legalities | 


FOURTH QUARTER 

WCR 1004 Wood Techniques IV 
WCR 1010 Wood Design IV 
PCR 1005 _ = Photography 
--------—- Elective 


FIFTH QUARTER 


WCR 1013 Wood Techniques V 
WCR 1011 Wood Design V 

WCR 1015 Wood/Studio Planning 
c-nn-a-------- Elective 


SIXTH QUARTER 


WCR 1005 Wood Techniques VI 
WCR 1012 Wood Design VI 

PCR 1014 #Marketing/Merchandising 
*PCR 1007 Internship 
*WCR 1030 Wood/Special Problems 
*PCR 1010 Supplemental Workshop 


SEVENTH QUARTER 


WCR 1006 Wood Techniques VII 
WCR 1014 Wood Design VII 
PCR 1008 ~~ Exhibition 
-----——--—---— Elective 


Total Hours 


LEC. LAB. 
eS 15 
1 2 
12h 
6 21 
3 15 
1 1 
0 6 
2 jes 
6 24 
3 15 
1 1 
0 6 
Be het 0d) 
8 22 
3 15 
1 1 
1 3 
No ve: 
1 23 
3 15 
1 1 
1 3 
cam 
7 23 
3 15 
1 1 
0 4 
0 6 
ca 3g 
3 15 
1 1 
0 4 
<2) 
6 24 





CR. HRS. 


8 
1 
1 
2 


N| 


PCR 1001: TWO-DIMENSIONAL DESIGN 2 


i} 
A beginning approach to the principles and elements of design through 
applied problems in line texture, shape and space, color, balance, 
dominance, rhythm and proportions and harmony. 


PCR 1002: THREE-DIMENSIONAL DESIGN 2 
A more advanced approach to the principles and elements of design 
with practical application to three-dimensional forms, 


PCR 1005: PHOTOGRAPHY 2 
An introduction to black and white and color photography, including 
basic photographic concepts, equipment, film, light, color, presentation, 
backgrounds, and beginning darkroom techniques. 


PCR 1007: INTERNSHIP 3 


Practical experience in the working operation of a crafts guild, crafts 
cooperative, museum, gallery, or an individual studio. 


PCR 1008: EXHIBITION 1 


Participation in a show or crafts fair. 


PCR 1010: SUPPLEMENTAL WORKSHOP | 2 
An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1011: SUPPLEMENTAL WORKSHOP II 2 
An off-campus workshop of the student’s choice with approval of the 
major faculty advisor. 


PCR 1012: BASIC DRAWING 3 
A fundamental drawing course to include sketching, elementary 
mechanical drawing, and rendering. 


PCR 1013: BUSINESS AND LEGALITIES | 4 
An introductory course to cover numerous general topics relating to 
the financial and legal aspects of establishing a small business, 


PCR 1014: MARKETING AND MERCHANDISING 1 
A series of seminars on display, pricing, selling, advertising, wholesale 
and retail markets, fairs, special sales, open house, business cards, 
brochures, and catalogues. 


WCR 1001: WOOD TECHNIQUES | 8 
An introduction to wood and woodworking, including use and care of 


basic tools; planing, surfacing, and jointing methods; wood technology; 
and mechanical drawing. 


WCR 1002: WOOD TECHNIQUES Il 8 


A study of joints, templates, bending, shaping, and basic furniture 
structures; small tables, stools, frame and panel construction drawers. 


WCR 1003: WOOD TECHNIQUES III 8 
A study of seating - design theory, basic structures, and simple 


upholstery, Introduction to wood bending, laminating, steam bending, 
and mold making. 


WCR 1004: WOOD TECHNIQUES V 8 
Carcase construction -drawersand slides, joints, bent frame construction, 
and hardware, Introduction to production design. 

WCR 1005: WOOD TECHNIQUES VI 8 


Design and construction techniques for production and limited-edition 
objects, 


WCR 1006: WOOD TECHNIQUES VII 8 


Thesis project, a professional experience; for example, preparation for 
a show or craft fair, an actual commission or wholesale order. 


WCR 1007: INTRODUCTION WOOD DESIGN | 2 


An introduction to the problems and possibilities of wood as a design 
material, 


WCR 1008: WOOD DESIGN Il 1 


Historic and contemporary approaches to wood design. 


WCR 1009: WOOD DESIGN III 1 


A problem-solving course emphasizing development of an individual 
style of woodworking. 


WCR 1010: WOOD DESIGN IV 1 


A continuation of Wood Design III. 


WCR 1011: WOOD DESIGN V 1 
A continuation of Wood Design II! and IV. 
WCR 1012: WOOD DESIGN VI 1 


Developing design proposals and presentation methods. 


WCR 1013: WOOD TECHNIQUES IV 8 


A study of table construction - expansion mechanisms, structures, and 
an introduction to plywood construction, 


WCR 1014: WOOD DESIGN Vil 1 


A review of current literature and exhibitions in the field of wood- 
working. 


WCR 1015: WOOD/STUDIO PLANNING 2 


The organization, layout, equipment, and supplies necessary to begin a 
working studio. 
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Saw Filer 





This curriculum is designed to provide the stu- 


dent with the technical and practical knowledge, 


FIRST QUARTER LEC. LAB. CR. HRS. 
understandings, and skills necessary to become a 
WLD 1129 Basic Welding and Cutting 2 4 3 
skilled filer and maintainer of saws. A highly skilled TEE oe epinieste Et n . " 2 
; Z WPP 1103 Carbide Tipping 2 4 3 
craftsman, the saw filer has much to contribute 
WPP 1104 Basic Saw Fitting and Benching 2 ai S 
toward the efficient and profitable operation of a  wpP1112 Trouble Shooting in the 
Sawmill 2 0 Zz 
: 1 i id f 
sawmill. REC 108 First Aid and Safety 2 weal aS) 
iz 23 21 


A graduate of this curriculum should be qualified 
SECOND QUARTER 


to assume the responsibilities of an apprentice saw 


WPP 1105 Sawmill Feeds and Speeds 2 0 Zz 
filer and have the abilities and understanding necessary = wep 1111 Chipper end! Planer Knife 
Sharpening 1 3 2 
to continue on-the-job experience until he acquires 
WPP 1107 Saw Welding Z 6 4 


the necessary art and skill of an accomplished saw filer. wep 1109 


Saw Filing for Production 





Sawing 2 9 o 
The student will receive a certificate at the wop i106 Re clear itting a3 
Benching 0 8 a 
successful completion of the two-quarter curriculum. 
WPP 1201 Physical Wood Structure 
and Macro Identification 1 1 a 
8 27 47 
SPECIFIC ENTRANCE REQUIREMENTS: 
1. High school graduation, or the equivalent, is normally required for Tatal Hours: 38 
admission; however, exceptions may be made in certain circumstances, ; 
2. Must furnish transcript of credit from last school attended. 
3. Must satisfactorily complete placement test battery. Deviations from the program outlined or electives must be approved 
4, Must have a personal interview with school representatives. by the Department Head in cooperation with the student’s advisor. 
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WPP 1102: INTRODUCTION TO SAW FAILING 5 
An introductory course designed to provide the student with the 
responsibilities of the saw filer, his necessity to industry, and the 


basic technical knowledge of saw filing. 


WPP 1103: CARBIDE TIPPING 3 
A lecture and lab course designed to give the student the theory and 
practical application on the complete maintenance and upkeep of 


carbide toothed saws. 


WPP 1104: BASIC SAW FITTING AND BENCHING 5 
A course designed to give the student the theory and practice 


necessary to properly maintain the headrig saws for a sawmill. 


WPP 1105: SAWMILL FEEDS AND SPEEDS 2 
A course designed to provide the student with the knowledge of how 
to calculate feeds and speeds and to coordinate the saw fitting with the 


speed and feed of the saw. 


WPP 1106: ADVANCED SAW FITTING AND 


BENCHING 3 


To provide the saw filer student with the more technical and practical 


aspects of saw fitting and benching. Prerequisite: WPP 1004 


WPP 1107: SAW WELDING 4 
A course designed to give the student the technical and practical 
knowledge for welding cracked or broken saws and saw teeth replace- 


ment. Prerequisite: WLD 1129 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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SAW FILING FOR PRODUCTION SAWING 5 


WPP 1109: 


A course covering all the aspects of saw maintenance for production 


sawing. Prerequisite: WPP 1102 


WPP 1111: CHIPPER AND PLANER KNIFE SHARPENING 2 


A course designed to instruct the student in the proper maintenance 


and sharpening of both planer and chipper knives. 


WPP 1112: TROUBLE SHOOTING IN THE SAWMILL 2 


Relates difficulties in the manufacturing of lumber to improper saw 


filing or fitting and mill alignment. 


WPP 1201: PHYSICAL WOOD STRUCTURE AND 


MACRO IDENTIFICATION 1 


Covers identification of the commercially important species of the area. 





This curriculum is designed to provide the student 


FIRST QUARTER LEC. LAB. CR. HRS. 
with the technical knowledge and skills essential to a 


WPP 1305 Sawmill Operation | 17 


: ; WPP 1304 Introduction to Lumber Gradin 
sawyer, who must possess a basic understanding of the as - ee 


REC 108 First Aid and Safety 


— 
lon om w O 


4 
2 

MAT 1125 Vocational Mathematics 5 0 
2 


entire sawmill operation. It also teaches the inter- 
130 e2e 21 


relationship of logs to lumber. 
SECOND QUARTER 


.¢: WPP 1309 Sawmill Operation II 5 21 12 
A Sawyer graduate should be qualified to assume Diag tars 
WPP 1306 Circle Saw Filing 1 3 2 
Jae ae : WLD 1129 Basic Welding and Cutting 2 eee Ss 
the responsibilities of an apprentice sawyer and have =; 
8 27 17 
the ability and understanding necessary to gain 
THIRD QUARTER 
additional on-the-job experience until the skills of an WPP 1311 Sawmill Operation III 40 Sige 
accomplished sawyer have been attained. 
Total Hours 52 
The student will receive a diploma at the success- 
ful completion of the three-quarter curriculum. 
SPECIFIC ENTRANCE REQUIREMENTS: 
1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances. 
2. Must furnish transcript of credit from last school attended. 
3. Must satisfactorily complete placement test battery. , Deviations from the program outlined or electives must be approved 
4, Must have a personal interview with school representatives. by the Department Head in cooperation with the student's advisor. 
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WPP 1304: INTRODUCTION TO LUMBER GRADING 3 


To give the student an understanding of hardwood lumber grades, 


measurements, and inspection of hardwood lumber. 


WPP 1305: SAWMILL OPERATION | 10 


A course covering basic steps, functions and positions necessary for the 
operation of a sawmill, including: 


A. Millwrighting: Site selection, repair, maintenance, and cleanup 

of a sawmill and related machinery. 

B. Presawing, Preedging, Pretrimming and Setworks: Learning the 
theory of operating the band and circle headrigs, 
edger and trimmer. 

C. Beginning Sawing, Edging and Trimming: 
the theory learned in presawing, preedging, and 
pretrimming. 

D. Lumber Handling by Grade and Species: 
student with handling and storing of lumber by 
grade and species. 

E. Debarker Operation: Learning to debark logs and to operate 
log conveyor system. 


Putting into practice 


To acquaint the 


WPP 1306: CIRCLE SAW FILING 2 


A course designed to instruct the student in leveling, tensioning, and 


sharpening the circle saw. 


WPP 1309: SAWMILL OPERATION II 12 


A course covering all steps, functions and positions necessary for the 
complete operation of a sawmill, including: 


A. Log Grading and Scaling: Learning log grade and scale in order 
to predict lumber yield by grade and volume. 

B. Sawing for Grade and Quality: Use of carriage and log turner 
to produce optimum lumber value, using know- 
ledge acquired in log grading classes. 

C. Edging and Trimming for Grade and Quality: Learning to 
operate edger and trimmer to obtain maximum 
lumber value and to minimize waste. 

D. Lumber Handling: Handling of lumber from saw to air drying 
yard including sorting and stacking. 

E. Debarker Operation: Debarking logsand operating log conveyor 

system. 

Repair and maintenance of breakdowns. Other 

functions necessary for the continuous operation 


F. Millwrighting: 


of a sawmill. 


Prerequisite: WPP 1305 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin, 
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WPP 1311: SAWMILL OPERATION III 


A course designed to prepare the student for actual work experience by 
giving on-the-job training in all phases of sawmill operation in a realistic 
atmosphere of production, including: 


A. Production Sawing: Use of band and circle headrigs and their 
complete functions with emphasis on speed, 
accuracy and grade. 

A course designed to provide the student with 
practical application of subject matter learned in 
millwrighting. 


B. Millwrighting: 


C. Production Edging and Trimming: Operating edger and trim- 
mer with emphasis on speed, accuracy and grade. 

D. Lumber Handling: Handling of lumber from saw to air drying 
yard including sorting and stacking. 

E. Debarker Operation: Debarking logs and operating log con- 


veyor system. 


Prerequisite: WPP 1309 





Welding 





The Welding curriculum was developed to fillthe 
tremendous need for welders in North Carolina. The 
recently completed Manpower Survey shows quite 
clearly that many welders will be needed annually 
to fill present and projected vacancies in the state. 


The content of this curriculum is designed to 
give students a sound understanding of the principles, 
methods, techniques, and skills essential for successful 
employment in the welding field and metals industry. 


The field of welding offers a person prestige, 
security and a future of continuous employment with 
steady advancement. It offers employment In practic- 
ally any industry: shipbuilding, automotive, aircraft, 
guided missiles, railroads, construction, pipe fitting, 
production shop, job shop and many others. 


Welders join metals by applying intense heat, and 
sometimes pressure, to melt the edges to form a 
permanent bond. Closely related to welding is 
“oxygen cutting’. Of the more than 35 different ways 
of welding metals, arc, gas, and resistance welding 
are the three most important. 


The principle duty of the welder using manual 
techniques is to control the melting by directing the 
heat from either an electric arc or gas welding torch 
and to add filler metal where necessary to complete 
the joint. He should possess a great deal of manipula- 
tive skill with a knowledge of jigs, welding symbols, 
mathematics, basic metallurgy, and blueprint reading. 


A diploma will be awarded at the end of the successful 
completion of four quarters. 


SPECIFIC ENTRANCE REQUIREMENTS: 

1. High school graduation, or the equivalent, is normally required for 
admission; however, exceptions may be made in certain circumstances. 

2. Must furnish transcript of credit from last school attended. 

3. Must satisfactorily complete placement test battery. 

4. Must have a personal interview with school representatives. 


70 


(Day and Evening) 





FIRST QUARTER LEC. LAB. CR. HRS. 


WLD 1141 Beginning Welding and 
Blueprint Reading 5 20 12 
MAT 1125 Vocational Mathematics BO; oO 
10 20 17 
SECOND QUARTER 
WLD 1142 Intermediate Welding 5 20 it 
DFT 1117 Blueprint Reading for 
Welding 2 3 &) 
7 23 15 
THIRD QUARTER 
WLD 1143 Advanced Welding and Pattern 
Development and Sketching Sis Omen 
Be aie tin es come Elective 22 Sega Se 
7h Pe} Sib) 
FOURTH QUARTER 
WLD 1144 Commercial & Industrial 
Welding Practices and 
Certification Practices 5 20 12 
MEC 1112 Machine Shop Processes 2 3 3 
7 23 15 
Total Hours 62 


Deviations from the program outlined or electives must be approved 
by the Department Head in cooperation with the student’s advisor. 


WLD 1141: BEGINNING WELDING AND 


BLUEPRINT READING 12 
Introduction to the history of oxyacetylene and arc welding, the prin- 
ciples of welding and cutting, nomenclature of the equipment, assembly 
of unit. The operation of various AC transformers, AC and DC 
rectifiers, and DC motor generator arc welding units. Welding procedures 
such as practice of puddling and carrying the puddle, running flat beads, 
butt welding in the flat, vertical and overhead positions, and the cut- 
ting of straight lines with the torch. Safety procedures are stressed 
throughout the program of instruction. Interpretation and reading of 
blueprints. Information on the basic principles of the blueprint; lines, 


views, dimensioning procedures and notes. 


WLD 1142: INTERMEDIATE WELDING 12 
A review of basic, oxyacetylene cutting and welding, preparation of 
metals, types of joints, welding and procedures and testing of the welds. 
The operation of AC transformers and DC motor generator arc welding 
machines. Studies are made of welding heats, polarities, and electrodes 
for use in joining various metal alloys by the arc welding process. After 
the student is capable of running beads, butt and fillet welds in all 
positions are made and tested in order that the student may detect his 


weakness in welding. Safety procedures are emphasized throughout 


the course. Prerequisite: WLD 1141 


WLD 1143: ADVANCED WELDING AND PATTERN 


DEVELOPMENT AND SKETCHING 12 
Designed to provide practice in the welding of pressure piping in the 
horizontal, vertical, and horizontal fixed position using shielded metal 
arc welding processes according to Sections VII and IX of the ASME 
code. Introduction and practical operations in the use of inert-gas-shield 
arc welding. A study will be made of the equipment, operation, safety 
and practice in the various positions. A thorough study of such topics as: 
principles of operation, shielding gases, filler rods, process variations and 
applications, manual and automatic welding. The standard methods for 
mechanical testing of welds. The student is introduced to the various 
types of tests and testing procedures and performs the details of the 
weld. Types of tests to be covered are: bend, destructive, free-bend, 
guided-bend, nick-tear, notched-bend, tee-bend, nondestructive, V-notch, 
Charpy impact, etc. Continued study of welding symbols; methods used 
in layout of sheet steel; sketching of projects, jigs and holding devices 
involved in welding. Special emphasis is placed on developing pipe and 
angle layouts by the use of patterns and templates. Prerequisite: 
WLD 1142 

Admission to any and all educational programs offered by Haywood 


Technical Institute is made without regard to race, color, sex, religion, 
or national origin, 
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WLD 1144: COMMERCIAL AND INDUSTRIAL 
WELDING PRACTICES AND 
CERTIFICATION PRACTICES 12 

Designed to build skills through practices in simulated industrial pro- 

cesses and techniques: sketching and laying out on paper the size and 

shape description, listing the procedure steps necessary to build the 
product, and then actually following these directions to build the 
product. Emphasis is placed on maintenance, repairing worn and broken 
parts by special welding applications, field welding and nondestructive 
tests and inspection. This course involves practice in welding the various 
materials to meet certification standards. The student uses various tests 
including the guided bend and the tensile strength tests to check the 
quality of his work. Emphasis is placed on attaining skill in producing 
quality welds and welding in the horizontal, vertical and horizontal 
fixed positions using shielded metal arc welding processes and TIG and 


MIG methods of welding processes, and pipe welding. 





Guided Studies/Learning Lab 





The Guided Studies/Learning Lab is operated as a 


means of aiding the large number of underprepared 
current students and those who were unable to com- 
plete their high school education who are now 
experiencing failures in school, at home, and on the 
job. In developing the Lab program, the instructional 


staff chose materials for the following: 


1. Any student enrolled at Haywood Technical 
Institute who is experiencing difficulties in 
his/her regular curriculum courses; 


. any person desiring personal enrichment but not 
a degree (speedreading, shorthand, psychology, 
typewriting, metrics, career planning, etc.); 


. those students who need extra preparation 
before entering a technical or vocational pro- 
gram; 


. those persons who wish to earn their high school 
equivalency certificate; 


. any student who desires to take one of the 
curriculum credit courses as an elective in his/her 
degree or diploma program; and 


. handicapped persons unable to attend public 
schools. 


Deviations from the program outlined or electives must be approved by 
the Department Head in cooperation with the student’s advisor. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 
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An overview of the total Lab program is as 


follows: 


An “open lab” situation is maintained in that a student may 
enroll at any time during the quarter for any of the availabfe 
courses, for as many hours as desired. A qualified instructor is 
available at all times for tutoring, testing, and counseling. 


All of the courses, with the exception of curriculum credit 
courses, are open-ended (the student may spend one month, 
One quarter, or even one year according to his/her particular 
needs). 


The student sets up his/her own schedule of attendance to fit 
his/her personal and/or job requirements; however, all students 
must follow the institutional class attendance policy. 


All materials are totally individualized, giving the student the 
opportunity to proceed at his/her own rate of speed, thereby 
feeling no pressure to “keep up” or “slow down” to someone 
else’s rate of learning or interest. No student repeats material(s) 
previously learned. Most instructional materials are provided 
free of charge. 


The Guided Studies Lab students complete registration and 
pay tuition fees according to the number of credit hours for 
which they register. Institutional credit and grades are given 
for Guided Studies courses. The Learning Lab students 
complete an application but do not pay any fees whatsoever. 
These students do not receive credit or grades. Regular 
curriculum students earn degree credit and grades for the 
elective curriculum courses. Class hours must be approved by 
the Lab instructors. 


All courses have been incorporated into individual units of 
instruction and/or programmed materials. Audiovisual programs 
are widely and effectively used. 

The Lab is a center for testing activities: 


a. Any student may take supplemental tests for any 
instructor in the school; 


b. a person may take a placement test to see if he/she 
could pass the high school equivalency tests; and 
c. the high school equivalency tests are given daily by 


appointment. 


GUI 0099: GUIDED STUDIES |; 

A flexible, individualized course of study is set up for each student 
according to his/her personal needs, goals, and level of preparedness 
which is determined by counseling and the administration of a basic 
placement test. Primarily, studies for the refresher students center 
around math, English, and reading; however, many enrichment materials 
are available such as: psychology, sociology, speedreading, vocabulary, 
science, social studies, salesmanship, spelling, accounting, punctuation, 
metrics, career planning, study skills, etc. 


LLB 2002: LEARNING LAB 


A flexible, individualized course of study is set up for each student 
according to his/her personal needs, goals and level of preparedness 
which is determined by counseling and the administration of a basic 
placement test. Primarily, studies for the high school equivalency 
students center around math, English, and reading. Enrichment students 
may choose from psychology, sociology, speedreading, vocabulary, 
salesmanship, spelling, accounting, career planning, metrics, study 
skills, etc. 


ENG 0104: VOCABULARY | 
ENG 0105: VOCABULARY I! 


Individualized course in word knowledge - each presented in eight 


sections of thirty basic words, each with its synonym and related 
meanings. 


ENG 0106: READING COMPREHENSION A 
ENG 0107: READING COMPREHENSION B 
ENG 0108: READING COMPREHENSION C 


Designed to improve the student’s ability to read rapidly and accurately 
and to increase his/her power to comprehend and interpret written 
material. Special controlled reading machines are used to increase eye 
coordination and speed. 


ENG 0207: SPELLING 

Individualized course consisting of cassette tape recordings and a 
correlated student syllabus in which the student works as (s)he listens to 
the instructions and background information provided on the recordings. 
A detailed review of spelling through both a phonetic and rule approach. 


SOC 0101: INTRODUCTORY SOCIOLOGY A 

An introductory course in the science of society, social organization, 
types of groups, culture and subculture, personal organization and 
group experience, socialization, deviance, social stratification, intergroup 
relations, and social and cultural change. 


SOC 0102: INTRODUCTORY SOCIOLOGY B 

A continuation of SOC 0101 dealing with demographic change, the 
urban transition, collective behaviour, social movements, mass com- 
munication, marriage and the family, religion, the political institution, 
the economic institution, education and social welfare, and the 
sociologist in contemporary society. 


PSY 0101: 
PSY 0102: 


INTRODUCTORY PSYCHOLOGY A 
INTRODUCTORY PSYCHOLOGY B 


An introductory course covering the science of psychology, identity, 
sex, conflict, growth, experiences, interaction, education, ecology, and 
freedom. 


BUS 1102: TYPEWRITING 

Introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, and simple correspondence. 
Students proceed at own rate of individual goals as to typing 
problems and speed. 


BUS 1106: SHORTHAND I 

BUS 1107: SHORTHAND Il 

Beginning course in the theory and practice of reading and writing 
shorthand. Student works individually on phonetics, penmanship, word 
families, brief forms, and phrases. Continuation of Shorthand | with 
special emphasis on dictation and transcription. Student may use 
dictation tapes for practice. 


BUS 1120: ACCOUNTING | 

BUS 1121: ACCOUNTING Il 

Individualized basic bookkeeping courses dealing with: (1) bookkeeping 
cycle; (2) special journals, and adjust and closing; (3) special accounting 
procedures. Correlated student syllabi and cassette tapes. 


ENRICHMENT MATERIALS 


CONTROLLED READING SKILL DEVELOPMENT 
INDIVIDUALIZED ENGLISH 
THE MECHANICS OF SPELLING 
YOUR DICTIONARY AND HOW TO USE IT 
VOCABULARY BUILDING 
INDIVIDUALIZED MATH 
ALGEBRA 
MULTIPUTER (Computerized Math Skills Trainer) 
READING FOR SPEED 
HOW TO BECOME A BETTER READER 
GREGG SHORTHAND 
COLLEGE TYPEWRITING 
INTRODUCTORY ACCOUNTING 
OCCUPATIONAL LIBRARY 
MANAGEMENT GUIDE - Selling Techniques 
INTRODUCTORY SOCIOLOGY 
INTRODUCTORY PSYCHOLOGY 
WHAT ABOUT MARRIAGE? 
LIVING WITH DYING 
THE HISTORY OF BLACK AMERICA 
PSYCHOLOGY TODAY .- Interview Cassettes 
STUDY SKILLS KIT 
THE JOB GAME 
THINK METRIC 
AURAL READING LAB 
SOCIAL STUDIES 
SCIENCE 
MOTIVATION FOR CAREER SUCCESS 
TESTING STUDY GUIDES 
Graduate Record Examinations (GRE) 
Miller Analogies Test (MAT) 
American College Testing Program (ACT) 
College Board Examinations (SAT) 
Barron’s How to Prepare for the High School 
Equivalency Examination (GED) 
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Electives 


Elective courses are an opportunity to pursue indepth a subject of special interest to the student. These subjects may or may not have 
been touched on in the general courses for the student’s area of specialization. Students are required to take four elective courses. 
These courses will be chosen from the student’s major area. Students may receive elective credit for courses outside the major area or 
for courses in parallel Haywood Technical Institute programs if such courses are deemed applicable by the major faculty advisor. 
AGRICULTURAL & BIOLOGICAL SCIENCES FOR 298: MOUNTAIN RESCUE 3 


Mountain Rescue is designed to be a wilderness experience specializing 
in rock climbing with mountain rescue techniques emphasized through- 
out the course. Attention will be placed on mental attitudes and good 


HOR 1080: IRRIGATION AND WATER RESOURCE 2 


MANAGEMENT 


A basic course which provides instruction in managing water resources, 
irrigation principles and practices, as well as providing practical 


experience in designing irrigation systems. 


PHO 107: BASIC PHOTOGRAPHY 2 


Introduction to the principles of basic photographic processes. Light, 
camera mechanics and latent image are discussed in detail. Laboratory 
experience in black and white photoprocessing and printing under a 
variety of conditions are stressed. Consistency is emphasized. 


WLF 213: GAME LAW ENFORCEMENT 3 


An introduction to the major principles of game Jaw enforcement. 
Includes procedures for collecting evidence, interrogation, search and 
seizure, and arrest. 


WLF 214: TROUT PRODUCTION 3 


A fisheries course designed to give the student basic information needed 
to start into trout business or to give background information on the 
operation of state and federal trout hatcheries. Major topics covered are 
site selection, design and layout, management of operation, hatchery 
Operation and management, feeds and feeding, diseases and parasites, 
and federal and state laws and regulations. Three field trips will be 
included. 


WLF 215: TAXIDERMY 3 


A brief training course designed to introduce students to the basic art 
of taxidermy. Students gain practical experience in mounting birds, 
mammals and fish. Legal implications are also stressed. 


WLF 260: ANIMAL IMMOBILIZATION 3 


A study of the techniques and procedures for drugging and immobilizing 
animals. The application in wildlife management will be emphasized. 


FOR 210: URBAN FORESTRY 3 


Principles and problems concerning management of urban forests and 
their impacts on the human and natural environments. 


FOR 270: HUNTER SAFETY 1 


A study of the responsible and safe use of guns and archery equipment, 
emergency treatment of accident victims, hunter ethics, and basic 
wildlife conservation. The capabilities, limitations, and dangers involved 
in the use of firearms will be discussed. 


FOR 280: BASIC MAPPING COURSE'FOR 3 


TAX ASSESSMENTS 


FOR 280 is designed to introduce students to basic map terminology, 
aerial map interpretation, and equipment and materials used in mapping 
systems. 


judgment pertaining to rock climbing and mountain rescue. 


BUSINESS 


BUS 230: INTRODUCTION TO DATA PROCESSING 3 


A basic course to aid students in acquiring a comprehensive under- 
standing of the operations of computers and their impact on business. 


BUS 1028: BUSINESS LAW 3 


This course is designed to acquaint the student with a variety of 
situations in business law. Upon completion of this course, the student 
should be able to demonstrate a knowledge of the basic principles of 
business law, including contracts, negotiable instruments, agencies, and 
partnerships. 


BUS 1103: SMALL BUSINESS MANAGEMENT 4 


The student is given the opportunity to study the various aspects of 
small business operation including basic business organization, business 
forms and records, financial problems, methods of improving business, 
business contracts, and employer-employee relations. 


BUS 1110: BOOKKEEPING a 


Designed to familiarize the student with the basic fundamentals of 
double-entry bookkeeping including the income statement, balance 
sheet, and payroll. Upon completion of the course, the student should 
be able to demonstrate a basic knowledge of bookkeeping procedures. 


BUS 1233: PERSONNEL MANAGEMENT AND 4 


SUPERVISION 


The student should gain an understanding of the basic supervisory func- 
tions by a study of the principles of planning, organizing, directing, 
staffing, controlling, and various other problems involved in labor 
relations. 


COMMUNICATIONS 


ENG 101: COMMUNICATIONS | 5 


Designed to aid the student in the improvement of written self-expression. 
Emphasis is placed on the mechanics of writing that will enable the stu- 
dent to meet the standards society has placed on written communication. 


ENG 102: COMMUNICATIONS II 5 


Designed to improve the student’s technique of composition and to pre- 
pare the student to compose technical reports and other business com- 
munications. Emphasis is on the sentence, the paragraph, and the whole 
composition. The course is based on the principle that experience in 
writing is the best aid to improving writing. Prerequisite: English 101 or 
permission of Related Studies Department. 
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REPORT WRITING 4 


3 


ENG 103: 


A study of the methods of communications commonly used in writing 
reports. Emphasis is placed on the style and techniques of technical 
writing with training in the specific principles, problems, and procedures 
of written communications in the student’s chosen profession. Pre- 
requisite: ENG 102 or permission of Related Studies Department. 


ENG 204: ORAL COMMUNICATIONS 3 


Provides a background of the basic concepts and principles of oral com- 
munications. Practice in the various forms of oral communication - 
including interviews, panel discussions, group discussions, and formal 
speeches - is provided. 


ENG 205: BUSINESS COMMUNICATIONS | 4 


A course designed to provide the student with a study of and practice in 
the mechanics and language of successful business letters. Emphasis is 
placed on the composition of letters. A review of grammar is conducted 
when necessary. Prerequisite: Typewriting ability. 


ENG 206: BUSINESS COMMUNICATIONS II 3 


A continuation of Business Communications |. The course is designed 
to develop an understanding of the key to communication problems so 
that the writer can maintain a flow of written communication up, down, 
and across all levels. Prerequisite: Business Communications | or per- 
mission of Related Studies Department 


ENG 1101: VOCATIONAL ENGLISH 5 


Designed to be a concentrated study of effective communications. Em- 
phasis is on short, written communications and small group oral com- 
munications. All material is related to the vocational curricula. 


ECONOMICS 


ECO 102: ECONOMICS | 3 
The student should gain an understanding of the American economic 
system by a study of the factors of price, competition, and government 
influence. The student should be able to describe and explain the Federal 
Reserve System, the Gross National Product, income distribution, and 
the circular flow of business activity. 


ECO 104: ECONOMICS II a 
The student should develop a greater depth in understanding basic 
economic principles by studying and analyzing factors of business 
cycles, income-expenditure analysis, international trade, U.S. foreign 
aid policies, and current world economic problems. Prerequisite: ECO 
102 or approval by Department Head. 


ECO 108: CONSUMER ECONOMICS 3 


Designed to help the student use his resources of time, energy, and 
money to get the most useful benefits from life. The course provides 
practice in buying, financial management, resource appreciation, and 
working with economic theory. 


INDUSTRIAL 


WLD 1129: BASIC WELDING AND CUTTING 3 


In this course the student studies the principles of oxyacetylene and arc 
welding as well as flame cutting. After demonstrations by the instructor 
in the various welding and cutting processes, the student has the oppor- 
tunity to develop skill through the application of the procegses he has 
been taught. 


CAR 1125: INTRODUCTION TO CARPENTRY 3 


A basic introduction to the safe use of carpentry and woodworking 
equipment, tools, and materials. The student will learn the fundamentals 
of light residential construction and will be shown the latest materials 
and their characteristics. 


DFT 101: TECHNICAL DRAFTING 2 


An introduction to description of objects in graphic language. Basic 
skills and techniques of drafting are taught including: use of equipment, 
lettering, dimensions, free-hand sketching, principal views, auxiliary 
views, sectional views, isometric oblique and perspective and basis of 
topographic and boundary maps. 


DFT 120: TOPOGRAPHIC DRAWING 3 


Provides basic skills in gathering field information, using hand 
compass, linear measurements, note keeping and mapping procedures. 


DFT 1111: DRAFTING AND BLUEPRINT READING 3 


Principles of interpreting blueprints and specifications common to the 
building trades. Practice in reading details for grades, foundations, floor 
plans, elevations, walls, doors and windows, and roofs of buildings. 
Development of proficiency in making three view and pictorial sketches. 


DPI i7- BLUEPRINT READING: WELDING 3 


A thorough study of trade drawings in which welding procedures are 
indicated. Interpretation, use and application of welding symbols, abbre- 
viations, and specifications. 


ELC 1301: INTRODUCTION TO ELECTRICAL SAFETY 3 


A basic introduction to safety and preventive maintenance for the use 
and operation of electric hand tools and machines in the various trades 
taught at technical schools. 


MEC 1112: MACHINE SHOP PROCESSES 3 


To acquaint the student with the procedures of layout work and the 
correct use of hand and machine tools. Experiences in the basic funda- 
mentals of drill press and lathe operation; hand grinding of drill bits and 
lathe tools; set-up work applied to the trade. 


PME 1105: SMALL ENGINE REPAIR 3 


Students will study the theory of operation and components of internal 
combustion engines. Students will learn to maintain and overhaul small 
two and four cycle engines with emphasis being placed on the single 
cylinder air cooled engine. 


MATHEMATICS 


MAT 101: TECHNICAL MATHEMATICS 5 


The course is designed to furnish a background for the curriculum course 
using mathematics. The course includes a review of fractions, decimals, 
and percentages, ratio and proportion, square roots, basic algebra, 
equations, literal equations, word problems, formulas, and graphs. 
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MAT 102: TECHNICAL MATHEMATICS 5 


Continuation of MAT 101. Covers basic geometry logarithems, solution 
of right triangles, solution of oblique triangles, using law of sines and law 
of cosines. Prerequisite: MAT 101 


MAT 110: BUSINESS MATHEMATICS 4 


This course stresses the fundamental operations and their application to 
business problems. Topics covered include: band and sales records, per- 
centage, financial charges, payrolls and taxes, and financial statements. 


MAT 114: BASIC DESCRIPTIVE STATISTICS 4 


This course is designed to acquaint the student with the use of 
statistics in industrial management situations. Topics covered include 
frequency, probability and deviations. 


MAT 201: INTRODUCTION TO METRICS 3 


Ihe course is designed to acquaint the student with the Apothecaries’ 
and metric systems of weights and measures. A review of fractions, 
decimals, percent, ratio and proportion will be given. 


MAT 214: STATISTICS 3 


This course is designed to acquaint the student with probability and 
statistics. Topics covered in probability include: counting, permutations, 
combinations, mutually exclusive vents, conditional probability and 
independent events. Topics covered in statistics include: population, 
sampling, mean, median, mode, range, standard deviation and frequency 
distributions. 


MAT 1125: VOCATIONAL MATHEMATICS 5 


Emphasis on the basic operations: addition, subtraction, multiplication, 
and division of whole numbers, fractions, and decimals. Introduction to 
powers and roots, percentages, ration and proportion, denominate num- 
bers, rules and formulas, surface measurement, volume, lumber measure 
and pulley speeds and diameters. 


PRODUCTION CRAFTS 


PCR 1015: BUSINESS AND LEGALITIES 4 


An elective course to provide indepth study and practice in business 
procedures and craft legalities. More explicit instruction to include 
single and double-entry ledgers, taxes and tax laws, business types and 
methods of establishment, insurance, contracts, and commissions. 


PCR 1016: CRAFTS HISTORY 3 


A survey of the history of crafts; craftsmen, tools, techniques, and 
design from ancient times to the present. 


CCR 1020: CLAY/RAKU 3 


Kiln construction, special clay bodies, and glazing techniques necessary 
for construction and firing raku pots. 


CCR 1021: CLAY/PRIMITIVE POTTERY 3 


An exploration of the methods utilized in primitive pottery construction 
and firing including handbuilding, finishing and decorating, and pit firing. 


CCR 1022: CLAY/ADVANCED HANDBUILDING 3 


A study of forming methods, texture, and other decorative processes 
for non-wheel constructed work. 
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CCR 1023: CLAY/CLAY SCULPTURE 3 
The application of thrown and hand-built techniques for designing and 


constructing contemporary art forms in clay. 


CCR 1024: CLAY/EQUIPMENT DESIGN AND 3 


CONSTRUCTION 
Design concepts and construction techniques for building studio 
equipment: wheels, wedging tables, ware boards, throwing bats, drying 
slabs, and ware carts. 


CCR 1025: CLAY/SALT (KILNS AND FIRING) 3 


An exploration of the materials and techniques of salt kiln design and 
construction with emphasis also placed on suitable clay bodies and firing 
procedures. 


CCR 1026: CLAY/CLAY FOR NON-MAJORS 3 


A course designed to be offered during summer quarter for students not 
majoring in clay but who have a keen interest in learning some of the 
properties and forming methods of clay. 


CCR 1030: CLAY/SPECIAL PROBLEMS 2 
Independent study in an area of special interest to the student with 
faculty approval and supervision. May be taken more than once. 

FCR 1020: FIBER/SPINNING 3 
A practical approach to spinning using a variety of fibers on drop 
spindles, high wheels, and flax wheels. 

FCR 1021: FIBER/VEGETABLE DYEING 3 
Mordanting and dyeing with natural plant substances; identification of 
dye-plants. 

FCR 1022: FIBER/CONTEMPORARY BASKETRY 3 
The application of traditional basketry techniques such as coiling, 
twining, plaiting, and hitching to the production of contemporary fiber 
forms. 

FCR 1023: FIBER/SEWING 3 
Introductory sewing techniques geared to the needs of a production 
weaver. 

FCR 1024: FIBER/FIBER SCULPTURE 3 
An introduction to the use of non-loom weaving techniques in the 
creation of contemporary art forms. 

FCR 1025: FIBER/TAPESTRY 3 
A study of traditional tapestry techniques on a variety of looms with 
emphasis on application for the contemporary weaver. 

FCR 1027: FIBERMVHITE OAK SPLINT BASKETRY 3 
The complete process of traditional white oak splint basketry from 
selecting the tree to completing the basket. 

FCR 1028: FIBER/HONEYSUCKLE BASKETRY 3 
The complete process of traditional honeysuckle basketry from selecting 
the fiber to completing the basket. 

FCR 1029: FIBER/RIVERCANE BASKETRY 3 


The complete process of traditional rivercane basketry from selecting the 
cane tp completing the basket. 


FCR 1030: FIBER/SPECIAL PROBLEMS 2 
3 


Independent study in an area of special interest to the student with 
faculty approval and supervision. May be taken more than once. 


FCR 1040: FIBER/SPRANG 1 
Study of the history and techniques of sprang, demonstrating both 
traditional and contemporary application for this process. 

FCR 1041: FIBER/CARD-WEAVING 1 


Practical experience in the design and production of textiles using the 
card-weaving process for both two-dimensional cloth and three- 
dimensional forms. 


FCR 1042: FIBER-SURFACE DESIGN 3 


Techniques for applying design and pattern to the surface of pre-woven 
fabrics; for example, batik, silk screen, block printing, and direct 
application of dye. 


FCR 1043: FIBER/FELT 1 


Survey of historical felt-making processes and their application to 
contemporary fiber forms. 


FCR 1045: FIBER/BOBBIN LACE 1 


Study of traditional bobbin lace techniques with particular emphasis on 
contemporary uses. 


FCR 1046: FIBER/CONTEMPORARY QUILTING 3 


A study of the techniques of quilting as a contemporary fiber art form, 
including the use of various tools, designs for contemporary quilts and 
the techniques of quilting - patchwork, applique, trapunto and stitchery. 


FCR 1047: AMERICAN INDIAN RUG TECHNIQUES 3 


A study of the various fiber skills necessary to produce a rug of the type 
which is typical of American Indian weavers. The students will study 
wool selection and spinning, yarn dyeing with plant and mineral dyes, 
loom preparation and Indian rug weaving techniques. The course will 
include relevant historical and technical information as well as a study 
of typical American Indian use of design and color. 


MCR 1020: METAL/BLACKSMITHING 3 
The creation of tools and decorative objects using various forging 
techniques: cutting, drawing out, splitting, tapering, upsetting, swaging, 
bending, and twisting. 

MCR 1021: METAL/ELECTROFORMING e 


A comprehensive study of electroforming including preparation of 
matrix, solution composition, current density, electrolyte temperature, 
and other factors influencing the granular growth. 


MCR 1022: METAL/ENAMELING 3 


Basic enameling techniques including cloisonne, limoge, and champleve. 


MCR 1023: METAL/LAPIDARY 3 
Gemology and stone working techniques including slabbing, shaping, 
and polishing. 

MCR 1024: METAL/METAL SCULPTURE 3 
Metal techniques appropriate for creating sculpture including casting and 
welding. 

MCR 1025: METAL/RAISING 3 


The proper hammering process by which a sheet of metal is formed into 
hollowware including angle raising, crimping, annealing, bouging, swag- 
ing, and planishing. 
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MCR 1030: METAL/SPECIAL PROBLEMS 2 


Independent study in an area of special interest to the student with 
faculty approval and supervision. May be taken more than once. 


MCR 1031: METAL/TOOLMAKING 3 
The making of various tools and equipment to aid in producing jewelry 
including a tumbler, vacuum, centrifuge and kiln. 

WCR 1020: WOOD/LATHE WORK 3 
Spindle and face plate turning, special effects, and turning stock 
preparation. 

WCR 1021: WOODMOOD CARVING 3 


Hand and machine methods of carving and applications in both 
functional and sculptural objects. Special projects in freestanding and 
relief carving. 


WCR 1022: WOODMWOOD BENDING 3 
Techniques of lamination, molded plywood, steambending, and mold 
maing, with instruction on the necessary special equipment. 


WCR 1023: WOO0D/PLYWOOD CONSTRUCTION 3 


Quality methods of plywood construction, emphasizing its use as a 
viable low-cost material. 


WCR 1024: WOODMORKBENCH CONSTRUCTION 3 


A study of various styles of workbenches; design and construction of 
bench and vise. 


WCR 1025: WOOD/VENEERING, MARQUETRY, 3 


AND INLAY 


A study of the process, necessary tools, and application of veneering, 
marquetry, and inlay as decorative elements. 


WCR 1030: WOOD/SPECIAL PROBLEMS 2 


Independent study in an area of special interest to the student with 
faculty approval and supervision. May be taken more than once. 


WCR 1031: WOOD/TOOL AND ACCESSORY MAKING 3 


A study of tool and machinery accessories, their optional uses, and 
construction design. 


PSYCHOLOGY 


PSY 206: APPLIED PSYCHOLOGY 3 


A personal psychology which tries to relate the student’s individual 
situation to the total environment in which he must function. The major 
emphasis is on the search for and discovery of a realistic self image 
which the student can relate to his personal, educational, and profes- 
sional needs. 


PSY 1101: HUMAN RELATIONS 3 


Primarily a study of interpersonal relationships and the methods used to 
adapt oneself to modern “‘institutions’’. The major emphasis is on small 
group relationships usually encountered on the job. 


RECREATION 
PED 108: 


Paddleball is a game which requires skill, endurance, and body control. 
It can be played by 2, 3, or 4 players. Included in the course will be a 
brief history, work on individual skills, strategy, and opportunities for 
competition. 


PADDLEBALL - HANDBALL 1 


PED 109: FLAG FOOTBALL 1 


Flag football will provide an opportunity for those individuals interested 
to improve and develop skills related to this game. Teaching methods 
will include: lecture, discussion, demonstration, participation, lead-up 
games, competition and audio-visual aids. 


PED 110: ARCHERY 1 


Beginning archery introduces students to a sport with great carry-over 
value. The development of skill is of concern but to provide the indivi- 
dual with a sport for leisure is of greater importance. The methods of 
teaching will be lecture, demonstration, participation, audio-visual aids. 


PED 111: BADMINTON 1 


This badminton course will stress the fundamental skills, rules and 
terminology. Opportunity will be given for competition during class. 
Methods of instruction will include: lecture, demonstration, audio-visual 
aid, discussion, and class participation. 


PED 112: BOWLING 1 


Included in this course will be a brief history of the sport, selection of 
equipment, orientation to alley, explanation of game, basic funda- 
mentals, scoring, etiquette, tournament and evaluation. 


PED 113: GOLF 1 


Beginning golf is offered to help the student acquire skill and knowledge 
in the basic fundamentals of golf. Methods of instruction will include: 
lecture, discussion, demonstration, audio-visual aids, competition. 


PED 115: TENNIS 1 


Beginning tennis is designed to help each individual develop and improve 
the physical skills involved in this sport. Teaching methods used will be 
demonstration, participation, audio-visual materials and lectures. Em- 
phasis is somewhat on skill acquisition but more on gaining knowledge 
and skiil enough to enjoy this sport during leisure. 


PED 117: SWIMMING 1 


Beginning swimming introduces the non-swimmer to the elementary 
back, crawl, and side stroke. A period of time is spent in getting adjusted. 


PED 119: TUMBLING AND GYMNASTICS 1 


This is an introductory course in tumbling and gymnastics. Basic move- 
ments will be emphasized. Students will have the opportunity of making 
up their own routines and presenting them to the class. 


PED 130: 


Basketball is offered to help the individual develop and/or improve skills 
related to this sport. Methods of instruction include: lecture, discussion, 
skill drills, competition, chalk talks, audio-visuals. 


BASKETBALL 1 


PED 132: SPEEDBALL - SOCCER 1 


Through this sport a spirit of teamwork and individual skills can be 
developed. Methods used in teaching: lecture, discussion, demonstration, 
chalk talks, skill drills, and competition. 


PED 133: SOFTBALL 1 


Softball is offered to give individuals an opportunity to use and improve 
skills learned earlier in their educational experience. Methods of teach- 
ing will include: lecture, discussion, demonstration, skill drills, lead-up 
games or activities, set-up strategy situations, competition, and audio- 
visual aids. 


PED 134: VOLLEYBALL 1 


Volleyball is a popular sport on the American scene today. This course 
is designed to help individuals develop knowledge and skill in this team 
sport. 
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PED 160 AEROBICS 1 


“Aerobic” means with air or with oxygen, and the object of aerobics 
is to improve those organs and systems involved in the body’s processing 
of oxygen - the heart, lungs, and blood vessels. Included in this course 
will be correct procedures for “’individual’’ aerobic conditioning, 
exercising, diets, and an overall look at how aerobics can help your 
heart and the way you feel. 


INDEPENDENT STUDY 


IST 199: 
IST 1199: INDEPENDENT STUDY 1 to 6 


This course provides opportunity for a student to develop a study pro- 
ject in any area in which professionally qualified instruction is available. 
Student develops project in a conference with advisor and instructor. 
Approval request forms are then approved by appropriate directors and 
the Dean of Instruction. Credit earned generally meets elective require- 
ments of a degree or diploma. Exact amount depends on duration and 
depth of project, but no more than six credit hours. 


A student may take Independent Study only one time 
regardless of the credit hours earned. Twenty-four hour 
insurance coverage is required of all students who are assigned 
projects off-campus and may be required on campus in certain 
situations. 


Admission to any and all educational programs offered by Haywood 
Technical Institute is made without regard to race, color, sex, religion, 
or national origin. 





Continuing Education 


ADULT BASIC EDUCATION 


Adult Basic Education is elementary level education for adults 
18 years of age or older whose inability to function beyond an 
8th grade level constitutes an impairment to his/her ability to 
obtain or retain employment or otherwise meet his/her adult 
responsibilities or objectives. 


The program provides learning experiences which enable the 
student to increase his/her knowledge and the understanding 
of his/her relationship to that environment and enables the 
student to develop self-assurance and individual pride. 


One of the methods of this development is achieved as one 
successful adult influences another; consequently, cycles of 
illiteracy and hopefully the cycle of poverty can be broken and 
a better informed generation of citizens can develop. 


ABE classes are conducted in an atmosphere which reinforces 
the adult’s self-assurance and individual worth. These classes 
are continuous and the students study and progress at their own 
pace, Thus, there is no pressure for a student to complete the 
course during a given period of time. 


There is no cost for either registration, books or materials. 


OCCUPATIONAL EXTENSION 


Occupational Extension courses at Haywood Technical Institute 
are short courses designed for the purpose of training interested 
citizens over 18 years of age for particular skills or skills up- 
grading. These courses are offered in various locations through- 
out the county, both on and off campus in schools, churches, 
libraries, fire departments, police departments, industries, etc. 
Classes are scheduled, either day or evening, in cooperation with 
the special interest group. Courses include: apprenticeship, 
industrial manpower learning - including new industry training -, 
real estate, welding, masonry, law enforcement, firemanship, 
courses for hospital, ambulance and rescue squad personnel, 
income tax preparation, tomato packing, food services, etc. 


All courses carry a $5.00 registration fee plus parking, 
supplies, and materials where applicable. 


ARTS AND CRAFTS 


The Arts and Crafts classes are short courses offered any adult 
interested in obtaining the knowledge and skills necessary for 
economic, social, and cultural advancement as well as the joy 
that comes from making something with one’s own hands. 
These classes are scheduled both day and night. They offer a 
wonderful opportunity for adults of retirement. age, young 
mothers that need time to develop skills, or the working 
person who must live and work in the midst of the pressures 
and nervous tension of our society. These courses include such 
things as basic and advanced sewing, weaving, wood carving, 
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rug making (braided and hooked), drapery, upholstery, 


lapidary, jewelry, etc. 


Fees for the course include a $5.00 registration fee plus 
parking, supplies, and materials where applicable. 


HUMAN RESOURCE DEVELOPMENT 


The primary purpose of the Human Resource Development 
Program is to help the jobless citizen orient himself to the world 
of work and obtain on-going employment commensurate to 
his/her skills and abilities. The program provides 240 hours 
of carefully structured training and counseling. The trainee 
is motivated toward developing basic academic skills and 
encouraged to obtain a high school equivalency diploma if 
(s)he does not already have one. In addition, many learning 
experiences enable the student to recognize self assets and 
limitations, the effect of behavior on others, problem solving 
techniques and communication skills. 


Learning experiences include books, workbooks, tapes, film- 
strips, videotapes, guest lectures, resource consultants and field 
trips to enhance the effectiveness of training. Although the 
program cannot guarantee job placement, every effort is made 
to place the student in a job or in further training after 
assessing goals, needs, abilities and limitations of each individual. 


To be eligible for enrollment in the HRD program, an individual 
must be eighteen years of age or older, unemployed or 
underemployed and willing to accept employment or further 
training upon completian of the course. 


Before entering the program the student must submit an 
application and arrange for an interview. If (s)he is accepted, 
(s)he will register on the first day of the cycle and pay a 
registration fee of $5.00 Upon entering, a test will be 
administered to determine the student’s needs. All books and 
materials needed will be furnished by the Center at no extra 
cost to the student. 


The student will spend the eight week training course at the 
HRD Center located in a brick home directly across from 
Haywood Technical Institute on Highway 19-23. 
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SHELTERED WORKSHOP 


The Haywood Tech Sheltered Workshop functions as a non- 
profit rehabilitation facility using the medium of work and 
work-related activities to provide Vocational Evaluation, 
developmental activities, training, and productive employment 
of severely handicapped individuals. The program is designed 
to restore the handicapped individual to his fullest physical, 
social, vocational, mental, and economic usefulness. It will 
prepare such persons for competitive employment in private 
industry, where possible, and provide remunerative employ- 
ment in the Workshop for those severely handicapped indi- 
viduals who cannot be readily absorbed in the competitive 
labor market. 


It is the intention of this program to extend vocational 
training to a segment of the population for which little or 
nothing has been done in the past. (All referrals to the 
Workshop come through Vocational Rehabilitation.) To be 
eligible for enrollment in the Workshop program, a develop- 
mentally disabled individual must possess basic self-help skills, 
not pose a threat to self or others, and be cooperative 
concerning his/her plan of rehabilitation. The only other major 
considerations are that upon referral there is an allotted 
space within the program and transportation be readily 
available for a student (either personal or on one of the 
Workshop buses). 


The Sheltered Workshop consists of two buildings. The first 
houses the food service program which trains several students 
in the totally commercial kitchen. In the cafeteria, hot lunches 
are provided for the students at a minimal cost. The back of 
this building contains the woodworking shop. Across the street 
is a 10,000 square-foot building which holds a large work area 
where several contracts are in operation. There is also a class- 
room there. 


When an individual enters the Workshop, (s)he usually begins 
in vocational evaluation. Evaluation normally comprises the 
first thirty days the person is in the Workshop. During this 
period tests, job samples, observation, and situational assess- 
ment are used to measure the individual’s skills, abilities, 
interests, and needs; and determine which training services 
will best meet his/her needs and help him/her reach his/her 
full potential. 


The Adult Developmental Activities Program (ADAP) is for 
those individuals whose training ability or work skills are 
presently not adequate enough to consider them as potential 
candidates for competitive employment. Chances for a client 
to benefit from training in this program are still available but 
placement is not emphasized. 


A curriculum program entitled Occupational Adjustment, for 
which a specialized diploma is awarded for successful comple- 
tion, is another phase of the overall Workshop program. It 
consists of a minimum of twenty-six hours. The training is not 
geared to any specific job but rather toward providing the 
student with skills, habits and attitudes which will enable 
him/her to secure and maintain employment. A major 
portion of the student’s time is scheduled in training of Work- 
shop sub-contracts from various industries in the area. However, 
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this phase of the program is supplemented with additional 
means (i.e., classes, social and recreational activities) of 
helping the student have a better understanding of himself/ 
herself and his/her role in the family and community. 


An extended employment program is available for the worker 
who cannot meet the job demands in highly competitive 
employment outside the Workshop. 


The total program is designed in such a manner that it remains 
flexible enough to meet the needs of the individual student. 
Through the use of carefully selected, supervised, and directed 
experiences, the handicapped adult can learn to make decisions 
independently and become a productive citizen in the 
community. 


Each student is required to carry insurance (cost varies) plus 
pay a $5.00 registration fee each quarter. 
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